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At  a Session  of  the  INTERSTATE  COMMERCE  COMMIS- 
SION, DIVISION  4,  held  at  its  office  in  Washington, 
D.  C.,  on  the  13th  day  of  April,  A.  D.  1938. 

The  matter  of  the  determination  of  the  operating,  accounting,  and 
financial  papers,  records,  books,  blanks,  tickets,  stubs,  and  documents 
of  steam  roads,  ^Yhich  may,  after  a reasonable  time,  be  destroyed,  being 
under  consideration : 

And  it  appearing.  That  by  Order  issued  on  June  1,  1914,  we  pre- 
scribed regulations  to  govern  the  destruction  of  records  of  steam  roads 
etfective  July  1,  1914; 

And  it  further  appearing ^ That  since  the  effective  date  of  said  regu- 
lations, we  have  issued  supplemental  Orders  dated  June  28,  1915; 
Xovember  4,  1919 ; March  10,  1923 ; November  22,  1923 ; December  14, 
1925;  February  19,  1926;  November  16, 1927 ; March  19,  1928;  October 
4,  1928;  July  23,  1935;  and  December  28,  1937 ; in  Avhich  changes  were 
made  in  the  provisions  of  certain  paragraphs  of  our  original  order ; 

And  it  further  appearing^  That  because  of  the  numerous  requests 
for  copies  of  onr  original  order  and  copies  of  the  amendments  thereto ; 
and  in  order  to  simplify  them  for  ready  reference,  it  is  desirable  and 
appropriate  that  our  original  order  and  the  amendments  thereto  be 
consolidated  in  one  report  and  order ; 

It  is  ordered..  That  the  regulations  prescribed  by  our  order  of  J une  1, 
1914,  and  as  revised  by  the  supplemental  orders  hereinbefore  referred 
to  and  made  a part  hereof  be  and  they  are  hereby,  jiublished  and  })ro- 
mulgated  in  revised  form  effective  April  1,  1938. 

By  the  Commission,  Division  4. 

[seal]  W.  P.  Bartel. 

Secretary. 
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Destruction  authorized. 

1.  Carriers  may  destroy  the  accounts,  records,  and  memoranda 
named  in  paragraph  20  (other  than  those  marked  “Permanently  ) 
at  their  option  after  having  preserved  them  for  the  specified  periods 
of  time  and  upon  complying  with  the  requirements  of  these  regula- 
tions. 

Officer  having  supervision  of  destruction. 

2.  An  officer,  or,  where  necessities  require,  two  officers,  should  be 
appointed  by  the  Board  of  Directors  to  have  supervision  of  the 
destruction  of  accounts,  records,  and  memoranda.  Such  officer  or 
officers  may  be  given  (a)  general  supervision  of  the  destruction  of 
all  accounts,  records,  and  memoranda  the  destruction  of  which  is 
permitted  by  these  regulations,  or  (b)  authority  over  the  destruction 
of  such  of  these  accounts,  records,  and  memoranda  as  may  be  speci- 
fied by  the  Board  of  Directors.  A copy  of  the  resolution  of  appoint- 
ment shall  be  filed  with  the  Commission  before  the  destruction  of 
any  of  the  accounts,  records,  or  memoranda  involved.  Pending  action 
by  the  Board  of  Directors,  an  appointment  by  an  executive  commit- 
tee, or  by  a similarly  authorized  committee  of  the  Board  of  Directors, 
shall  have  the  same  effect  as  if  made  by  the  Board  of  Directors. 

3.  If  the  property  of  a carrier  is  in  the  hands  of  a receiver  or  oper- 
ating trustee,  the  officer  or  officers  to  have  supervision  of  the  de- 
struction of  accounts,  records,  and  memoranda  shall  be  designated 
by  the  receiver  or  trustee.  A copy  of  the  order  of  the  receiver  or 
trustee  designating  such  officer  or  officers  shall  be  filed  with  the  Com- 
mission before  the  destruction  of  any  of  the  accounts,  records,  or 
memoranda  involved. 

4.  In  designating  an  officer  to  have  general  supervision  of  the 
destruction  of  accounts,  records,  and  memoranda  it  would  be  prefer- 
able to  designate  by  title  only,  rather  than  by  name  and  title,  and 
thus  obviate  the  necessity  of  filing  a new  resolution  each  tune  a suc- 
cessor in  the  office  is  appointed. 

Written  authority  of  officer  having  supervision  of  destruction. 

5.  When  any  accounts,  records,  or  memoranda  are  to  be  destroyed, 
an  officer  having  supervision  of  the  destruction  of  accounts,  records, 
or  memoranda  (as  designated  in  compliance  with  paragraphs  2 and  3) 
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shall  issue  a written  authority  to  the  person  or  persons  by  whom  the 
accoun  s,  records,  or  memoranda  are  to  be  destroyed  (except  as  pro- 
vided lor  in  paragraph  19).  This  written  authority  shall  state  in  a 
formal  manner: 


First.  The  person  or  persons  whose  duty  it  shall  be  to  destroy  the  accounts, 
records,  or  memoranda  named; 

Secon  1.  A list  of  the  accounts,  records,  or  memoranda  to  be  destroyed,  ex- 
pressed nther  in  form  numbers  or  by  descriptive  titles;  and 

Third  The  period  or  periods  covered  by  the  accounts,  records,  or  memoranda 
the  dest  ‘uction  of  which  is  authorized. 

6.  T le  authority  (a)  may  be  confined  to  certain  accounts,  records, 
and  memoranda  which  have  been  retained  for  the  periods  of  time 
specified  in  these  regulations  and  which  the  carrier  then  desires  to 
destroy,  or  (b)  may  be  of  continuing  effect,  apidying  to  any  or  all  of 
the  actoimts,  records,  and  memoranda  named  herein  as  the  periods 
of  retention  of  such  accounts,  records,  or  memoranda  attain  the  limits 
specified  herein. 

7.  Such  written  authority,  or  a certified  copy  thereof,  shall  be  filed 
in  the  )ffice  of  the  issuing  officer  as  a permanent  part  of  the  carrier’s 
records.  It  is  not  required  at  present  that  copies  of  the  written 
author;  ties  be  filed  with  the  Commission. 

Certificates  of  destruction. 


8.  T ae  person  or  persons  upon  whom  devolves  the  duty  of  the  direct 
superv  sion  of  the  destruction  of  the  accounts,  records,  or  memoranda 
under  i he  authority  referred  to  in  paragraphs  5 and  6 shall  make  cer- 
tificate (except  as  provided  for  in  paragraphs  11,  18,  and  19)  setting 
forth  that  the  accounts,  records,  or  memoranda  listed  in  the  said 
author  ty  have  been  destroyed  and  that  no  other  accounts,  records,  or 
memorinda  than  those  so  listed  have  been  destroyed  therewith. 

9.  If  an  authority  as  referred  to  in  paragraph  6 (b)  is  given,  a cer- 
tificate of  destruction  shall  b'e  made  listing  either  by  form  numbers 
or  descriptive  titles  the  accounts,  records,  and  memoranda  destroyed, 
naming  the  period  or  periods  covered  by  the  accounts,  records,  or 
memormda,  and  stating  that  no  other  accounts,  records,  or  memo- 
randa 1 han  those  so  listed  have  been  destroyed  therewith.  Either  (a) 
a sepal  ate  certificate  shall  be  made  each  time  any  accounts,  records, 
or  mei  loranda  are  destroyed,  or  (6)  cumulative  certificates  shall  be 
made  \ ith  entries  each  time  any  accounts,  records,  or  memoranda  are 
destro’i  ed. 

10.  < ’ertificates  of  destruction  shall  be  forwarded  promptly  to  the 
officer  laving  supervision  of  the  destruction  of  accounts,  records,  and 
memorinda  who  issued  the  written  authority  and  shall  be  retained 
in  his  i iffice  as  a permanent  part  of  the  company’s  records.  In  case 
cumuh  tive  certificates  are  made  thev  shall  be  forwarded  to  such  offi- 

V 

cer  per  odically,  but  at  least  once  every  six  months.  It  is  not  required 
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at  present  that  copies  of  the  certificates  of  destruction  be  filed  with 
the  Commission. 

11.  Certificates  of  destruction  need  not  be  made  for  accounts,  rec- 
ords, and  memoranda,  the  destruction  of  which  is  optional  with  the 
carrier,  but  a written  authority,  either  for  specific  records  or  of  con- 
tinuing effect  (except  as  provided  for  in  paragraph  19),  shall  be  issued 
by  the  officer  having  supervision  of  the  destruction  of  such  accounts, 
records,  and  memoranda. 

Cremation  committee  for  the  destruction  of  certain  records. 

12.  At  the  option  of  the  carrier  the  Board  of  Directors  may  from 
time  to  time  name  a cremation  committee  to  destroy  canceled  stock 
certificates,  bonds,  or  other  records  covered  by  item  6 of  paragraph 
20  in  lieu  of  delegating  the  authority  for  the  destruction  to  an  officer, 
as  provided  in  paragraph  2.  A copy  of  the  resolution  of  the  Board 
of  Directors  naming  such  committee  shall  be  filed  with  the  Commis- 
sion before  the  cremation  of  any  of  the  records  involved,  and  a cre- 
mation certificate  shall  be  permanently  retained  by  the  carrier. 
Certificates  of  destruction  giving  full  descriptive  reference  to  the 
documents  destroyed  shall  be  made  by  the  person  or  persons  appointed 
by  the  officer  having  supervision  of  the  destruction  of  records  or  by 
the  cremation  committee.  When  documents  represent  debt  secured 
by  mortgage,  the  certificates  of  destruction  shall  also  be  authenticated 
by  representatives  of  the  trustees  acting  in  conjunction  with  the  crema- 
tion committee  or  shall  have  the  trustees’  acceptance  thereon. 

Joint  bureaus  and  agencies. 

13.  These  regulations  apply  also  to  the  destruction  of  accounts,  rec- 
ords, and  memoranda  of  traffic  associations,  fast  freight  lines,  demur- 
rage and  car  service  bureaus,  weighing  and  inspection  bureaus,  and 
other  joint  agencies  maintained  by  or  on  behalf  of  steam  roads.  The 
manager,  chairman,  or  other  officer  in  charge  of  the  association, 
bureau,  etc.,  may  be  delegated  by  the  designated  officer  of  each  of 
the  carriers  to  have  supervision  of  the  destruction  of  accounts,  records, 
and  memoranda  of  the  association,  etc.,  and  in  that  event  he  shall 
issue  all  authorities  for  such  destruction,  and  certificates  of  destruc- 
tion shall  be  filed  with  him.  Otherwise  a written  authority  shall  be 
secured  from  the  proper  officer  of  the  member  carriers  concerned  each 
time  any  of  the  accounts,  records,  or  memoranda  are  to  be  destroyed, 
and  a certificate  of  destruction  shall  be  filed  with  each  such  officer. 

Nonoperating  companies. 

14.  A company  owning  or  controlling  steam  railway  property  which 
it  does  not  operate  but  which  it  leases  to  others  for  operating  purposes 
shall  observe  these  regulations  in  case  it  desires  to  destroy  any  of  its 

corporate  or  financial  accounts,  records,  or  memoranda. 

67389°— .38 
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Method  )f  destruction. 

15.  Tlie  precise  method  of  the  destruction  of  accounts,  records,  or 
memoranda  is  not  prescribed.  The  Commission  is  not  concerned 
with  the  method  of  destruction,  whether  by  fire,  sale,  or  otherwise,  so 
lon«:  as  t le  destruction  is  authorized  and  a certificate  of  destruction  is 
filed  as  required  by  these  regulations. 

IG.  If  the  accounts,  records,  and  memoranda  are  not  actually 
destroye  1 by  the  carrier,  but  are  disposed  of  by  sale  or  otherwise,  the 
certificate  of  destruction  shall  so  state.  Attention  is  called  to  section 
15  of  the  Act  to  Regulate  Commerce,  which  provides  that  a carrier 
shall  not  divulge  to  any  person  information  concerning  the  business 
of  a ship  )er  or  consignee  whieh  may  be  used  to  tlie  detriment  of  such 
shipper  r r eonsignee.  Responsibility  for  possible  infringement  of  this 
provisioi  of  the  law  by  disposing  of  its  records  by  other  than  actual 
destructi3n  would  rest  with  the  carrier. 

Accident  il  destruction  of  accounts,  records,  and  memoranda. 

17.  If  any  accounts,  records,  or  memoranda  are  destroyed  acci- 
dentally by  fire,  flood,  or  other  calamity,  a statement  shall  be  pre- 
pared lifting  as  far  as  may  be  possible  the  reeords  destroyed  and 
detailing  the  circumstances  in  connection  with  the  fire  or  other 
calaniit}^  This  statement  shall  be  authenticated  by  an  officer  or  some 
responsil  le  employee  of  the  company  and  shall  be  filed  with  the  officer 
having  supervision  of  the  destruction  of  accounts,  records,  and  memo- 
randa. V copy  of  the  statement  shall  be  filed  promptly  with  the 
Commiss  ion. 

Duplicate  accounts,  records,  and  memoranda. 

18.  Pr)vision  is  made  in  item  251a  of  paragraph  20  for  the  destruc- 
tion of  agency  copies  of  certain  accounts,  records,  and  memoranda 
after  sue  i documents  have  been  retained  for  the  periods  assigned  to 
the  originals.  In  destroying  these  copies  the  certificates  of  destruc- 
tion may  be  dispensed  with,  but  a written  authority  as  provided  for 
in  paragraphs  5 and  6 shall  be  issued. 

19.  Pr  )vision  is  made  in  item  2516  of  paragraph  20  for  the  optional 
destructi  )n  of  duplicate  copies  of  accounts,  records,  and  memoranda 
when  siK  h copies  are  not  specifically  provided  for  elsewhere  in  these 
regulatio  is  and  when  they  contain  no  information  not  shown  on  the 
originals.  In  destroying  such  copies  carriers  may  dispense  with  the 
written  i uthorities  and  the  certificates  of  destruction.  The  atten- 
tion of  cj  rriers  is  specially  directed  to  the  requirement  that  the  orig- 
inals (or  one  true  copy)  shall  be  retained  for  the  respective  periods 
named  fc  r such  records  in  the  regulations. 

List  of  accounts,  records,  and  memoranda,  and  periods  of  retention. 


20.  The  following  list,  indicative  of  accounts,  records,  and  memo- 
randa of  steam  roads,  is  specifically  referred  to  by  the  regulation 
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embodied  in  paragraph  1.  The  classification  of  the  accounts,  rec- 
ords, and  memoranda  enumerated  below  under  the  various  general 
headings  is  merely  for  convenient  reference  and  is  more  or  less 
arbitrary.  The  regulations  are  intended  to  apply  to  the  items  as 
named  or  described,  regardless  of  the  classification  and  regardless  of 
where  filed.  Of  the  accounts,  records,  and  memoranda  which  are  to 
be  retained  permanently  only  the  more  important  are  indicated  in 
the  list,  such  specific  mention  being  made  so  that  they  may  not  be 
confused  with  any  accounts,  records,  or  memoranda  for  which  per- 
mission to  destroy  is  herein  given. 


1. 


Description  of  accounts,  etc. 

Period  to  be  retained 

GENERAL  AND  FINANCIAL 

Minute  books  of  directors’,  executive  coinniittee’s, 

Permanently. 

stockholders’,  and  other  meetings. 

Code  and  cipher  books,  file  copies  of 

Perinanentl}'. 

Capital  stock  records: 

(a)  Capital  stock  ledger 

Permanentlv. 

(6)  Capital  stock  certificates,  records  of 

Permanently. 

or  stubs  of. 

Note— If  the  information  shown  on  the  stubs  described  in 
this  item  3 (6)  is  recorded  in  permanent  records  the  stubs  are 
required  to  be  retained  only  for  a period  of  three  years. 

(c)  Stock  transfer  register. 

Permanently. 

(d)  Memoranda  and  bills  of  sale  or  of 

3 vears. 

% 

transfer  of  capital  stock. 

(e)  Capital  stock  subscription  notices  and 

1 year. 

requests  for  allotment. 

(/)  Canceled  capital  stock  certificates. 
(See  item  6.) 

Bond  records:  ' 

(a)  Registered  bond  ledger 

Permanently. 

(b)  Records  or  stubs  of  bonds _ _ . 

Permanently. 

Note. — If  the  information  shown  on  the  stubs  described 
in  this  item  4 (b)  is  recorded  in  permanent  records  the  stubs 
are  required  to  be  retained  only  for  a period  of  three  years. 

(c)  Memoranda  and  bills  of  sale  or  of  trans- 

3 years. 

fer  of  registered  bonds. 

(d)  Records  of  interest  coupons  paid  and 

7 vears. 

unpaid. 

(e)  Funded  debt  subscription  notices  and 

1 3’ear. 

requests  for  allotment. 
if)  Canceled  bonds,  paid  interest  coupons, 
and  unissued  bonds.  (See  item  6.) 
Corporate  elections: 

(a)  Proxies  of  holders  of  voting  securities 

2 vears. 

(b)  Lists  of  holders  of  voting  securities  pro- 

6 \’ears. 

sented  at  meetings. 

(c)  Qualification  oaths  of  judges  of  election. 

Optional. 

(d)  Qualification  oaths  of  directors  

Optional. 

(e)  Ballots  cast  and  tabulations  of  vote.  _ . 

2 j'ears. 

if)  Judges’  reports  of  election  results 

2 vears. 

Retired  securities: 

Stock  certificates,  bonds,  notes,  interest  cou- 

Maj"  be  destroved  at 

pons,  receiver’s  certificates,  and  tempo- 
rary certificates  taken  up  and  canceled. 

option  of  carrier  upon 

complying  with  re- 
quirements of  para- 
graph 12. 
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Description  of  accounts,  etc.  , period  to  be  retained 

GEXERAL  AXD  FixANCiAL — Continued 

7.  Led^  er.s : 

(tj)  General  and  au.xiliary  ledgers  and  in-  Permanently, 
dexes  thereto,  except  as  provided  for 
elsewhere  in  these  regulations. 

(b)  Balance  sheets  of  general  ledgers Permanently. 

(c)  1 rial  halance  sheets  of  general  and  aux-  Permanently 
iliary  ledgers. 

8.  Reccrd  of  securities  owned: 

Record  of  securities  owned,  in  treasury,  or  Permanently 
with  custodians. 

9.  Ogii6  rai  journals PcrmanGntlv 

10.  GeTeral  and  auxiliary  cash  books,  except  cash’  Permanently.’ 

b )oks  at  agencies  provided  for  in  item  199. 

Note— If  any  receipts  or  payments  are  entered  in  The 
apjgregate  in  the  general  cash  book  and  are  detailed  only  on  i 
loose  sheets,  such  loose  sheets  constitute  an  auxiliary  cash 
book  when  no  other  permanent  record  of  the  items  thereon  is 
made. 

11.  Jou  nal  entries: 

General  journal  entries  and  supporting  papers  Permanently, 
except  as  provided  for  elsewhere  in  these 
regulations. 

12.  Rec  )rds  of  auxiliary  (outside)  operations: 

Records  summarizing  the  results  of  auxili  ;ry  6 years. 

(outside)  operations  for  entry  in  general 
books. 

Note.— Ledgers,  journals,  abstracts,  reports,  vouchers, 
tickets,  etc.,  shall  be  retained  for  the  same  periods  as  are  pro- 
vided for  similar  documents  elsewhere  in  these  regulations. 

13.  Dee  Is  and  other  title  papers  and  franchises | Permanentlv. 

14.  Contracts  and  agreements: 

(a)  Card  or  book  records  of  contracts,  leases,  Permanently. 

and  agreements  made,  and  of  expira- 
tions and  of  renewals. 

(b)  Contracts,  leases,  and  agreements,  ex-  Permanently. 

cept  those  provided  for  in  item  184. 

15.  Tax  records: 

Copies  of  schedules  and  returns  to  taxing  Permanently, 
authorities  for  tax  purposes;  records  of  ap- 
peals, tax  bills,  and  statements. 

16.  Cop  es  of  applications  to  and  authorities  from  Permanently. 

re  ^ulating  bodies  for  the  issuance  of  stocks, 
be  nds,  and  other  securities.  (See  item  210A:.) 

17.  Fide  ity  bonds: 

Records  and  files  of  fidelity  bonds  of  eni-  3 years, 
ployees. 

18-  Insu  *ance  records: 

(a)  Schedules  of  fire  and  other  insurance,  6 years. 

also  records  of  payment  of  premiums 
and  of  amounts  recovered. 

(b)  Insurance  policies Optional. 

(c)  Record  of  policies  in  force 3 years  after  expiration. 

{a)  Inspectors  reports  of  condition  of  3 years. 

property. 

(e)  Reports  of  property  in  transit  covered  Optional, 
by  insurance,  such  as  cotton  at  com- 
presses, cotton  in  transit,  etc. 

if)  Telegraphic  reports  of  merchandise  at  Optional. 

terminals,  in  warehouses,  compresses, 
etc. 

ig)  Letter  and  telegraphic  reports  of  fire  Optional, 
damages. 
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Description  of  accounts,  etc. 


GENERAL  AND  FINANCIAL — Continued 

18.  Insurance  records — Continued. 

{h)  Reports  of  minor  losses  by  fire  not 
covered  by  insurance  or  less  than 
minimum  amount  collectible. 

19.  Treasurer's  records; 

(а)  Statements  and  summaries  of  balances 

on  hand  and  with  depositaries. 

(б)  Statements  from  depositaries  of  funds 

received,  disbursed,  and  transferred. 

(c)  Authorities  for  and  statements  of  transfer 

of  funds  from  one  depositary  to  another, 

(d)  Daily  or  other  periodical  statements  of 

the  receipt  and  disbursement  of  funds. 
(See  note  under  item  10.) 

(e)  Ledgers,  journals,  and  other  records  of 

outstanding  vouchers,  checks,  drafts, 
etc.,  issued  and  not  presented. 

(/)  Periodical  statements  of  working  cash 
balances. 

(g)  Bank  deposit  books,  and  stubs,  ledgers, 

or  records  of  checks. 

(h)  Slips  or  statements  giving  the  postings 

of  miscellaneous  receipts  and  pay- 
ments of  funds  if  the  information 
contained  thereon  is  shown  in  other 
records  which  are  retained. 

(i)  Voucher  lists  showing  mailing  dates  and 

to  whom  sent. 

ij)  Copies  of  deposit  slips 

20.  Miscellaneous  records  pertaining  to  agents' 

accounts: 

(a)  General  office  records  or  ledgers  of  agents' 

accounts  showing  debits  and  credits 
from  various  sources. 

(b)  Records  and  files  of  indemnity  bonds 

incident  to  transportation  and  other 
charges. 

(c)  General  office  records  relating  to  exten- 

sion of  credit  for  transportation  and 
other  charges. 

(d)  Statements  of  corrections  in  agents' 

accounts. 

21.  Traveling  accountants'  and  auditors'  reports: 

Reports  of  examinations,  audits,  and  trans- 
fers by  special  accountants,  traveling 
auditors,  time  inspectors,  weight  inspec- 
tors, etc.,  and  supporting  papers. 

22.  Records  pertaining  to  verifications  of  treasurers' 

cash,  or  securities. 

REVENUES 

30.  Records  of  freight  revenue: 

Journals,  ledgers,  or  other  records  summar- 
izing the  debits  and  credits  arising  from 
freight  settlements  with  agents  and  others, 
and  from  interline  settlements  with  other 
carriers;  such  as  recapitulations  of  freight 
waybills  by  stations  and  by  other  carriers, 
office  abstracts,  etc. 


Optional 

3 years. 

3 years. 

3 years. 

3 years. 

G years. 

3 years. 

6 years. 

3 years. 


3 years. 
3 Years. 

6 years. 

6 years. 


6 years  after  discontinu 
ance. 

6 years. 


3 years. 


3 years. 


6 years. 
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Description  of  accounts,  etc. 


Period  to  be  retained 


REVENUES — continued 
ierline  freight  settlements: 

Division  settlements,  abstracts,  statements  6 years, 
of  differences,  correction  accounts,  sum- 
maries, and  accounts  current  pertaining  to 
the  settlements  of  interline  freight  revenue 
between  carriers  and  fast  freight  lines, 
settled  waybills: 

(а)  Record  of  unsettled  waybills,  waybills  1 year  a 

in  suspense,  etc. 

(б)  Tracers  and  supporting  papers  concern-  Until  rt 

ing  unsettled  freight  waybills.  ment. 

?ords  of  passenger  revenue: 

Journals,  ledgers,  or  other  records  summariz-  6 years, 
ing  the  debits  and  credits  arising  from  pas- 
senger revenue  settlements  with  agents, 
conductors,  and  with  other  carriers;  such 
as  recapitulations  of  passenger  revenue  by 
stations,  by  other  carriers,  etc. 
erline  passenger  fare  settlements: 

Interline  ticket  reports,  summaries,  state-  6 years, 
ments  of  differences,  statements  of  correc- 
tions, and  accounts  current  pertaining  to 
settlements  of  interline  passenger  revenue 
between  carriers,  passenger  associations, 
and  mileage  and  scrip  bureaus. 

■ords  of  cash  fare  collections: 

Journals,  ledgers,  or  other  records  of  cash  6 years, 
fare  collections  on  trains. 

!ords  of  sundry  passenger-train  revenues : 

Journals,  ledgers,  or  other  records,  details,  6 years, 
or  summaries  arising  from  settlements  with 
agents  and  others  of  excess-baggage  reve- 
nue, parlor  and  chair  car  revenue,  mail 
revenue,  express  revenue,  milk  revenue, 
other  passenger-train  revenue,  and  special 
service  train  revenue, 
ords  of  switching  revenues: 

Journals,  ledgers,  or  other  records  summariz-  6 years, 
ing  the  debits  and  credits  arising  from  set- 
tlements with  agents  and  others  affecting 
switching  revenue. 

ords  of  demurrage  and  storage  revenues : 

Journals,  ledgers,  or  other  records  summariz-  6 years, 
ing  the  debits  and  credits  arising  from 
settlements  of  demurrage  and  storage  reve- 
nues with  agents  and  others;  reports  and 
settlements  from  demurrage  and  storage 
bureaus;  records  of  cancellation  and  refund 
of  demurrage  and  storage  revenues, 
jrds  of  revenue  from  operations  other  than 
ansportation: 

(a)  Journals,  ledgers,  or  other  records  sum-  6 years. 

marizing  settlements  with  agents  and 
others  of  revenue  from  station  and 
train  privileges,  parcel  rooms,  tele- 
phone and  telegraph  service,  rents  of 
buildings  and  other  property,  and 
miscellaneous  revenue. 

(b)  Original  telegrams  returned  by  telegraph  1 year. 

companies  in  support  of  settlements 
under  contracts. 


1 year  after  disposition 

Until  receipt  of  settle- 
ment. 

6 vears. 


6 years, 


DESTRUCTION  OF  RECORDS  OF  STEAM  ROADS 


15 


1 


Description  of  accounts,  etc. 


Period  to  be  retained 


EXPENDITURES 

50.  Distribution  of  labor  expenditures: 

Journals,  ledgers,  or  other  records  showing 
the  detailed  distribution  of  labor  expendi- 
tures charged  to  all  accounts,  including 
memoranda  and  memorandum  recapitula- 
tion sheets. 

51.  Pay-roll  records: 

(a)  Pay  rolls  and  summaries 

(b)  Applications  and  authorities  for  changes 

in  pay  rolls. 

(c)  Applications  for  pay  roll  changes  not 

authorized. 

(d)  Records^  and  memoranda  pertaining  to 

deductions  from  pay  rolls. 

(e)  Receipted  pay  checks,  receipted  time 

tickets,  certificates  issued  for  wages, 
discharge  tickets,  and  other  evidences 
of  payments  for  services  rendered  by 
employees.  (See  items  19e,  g.) 

(f)  Canceled  pay  checks  drawn  in  favor  of 

‘‘bearer’'  in  payment  of  wages  for 
which  receipt  is  shown  on  pay  rolls 
or  other  records  retained  by  carrier. 

(g)  Comparative  or  analytical  katemeiits 

of  pay  rolls. 

52.  Assignments,  attachments,  and  garnishments: 

(a)  Record  of  assignment,  attachment,  and 

garnishment  of  employees’  salaries. 

(b)  Files  containing  assignments,  attach- 

ments, garnishments,  notices  of  suits, 
notices  of  release,  and  correspond- 
ence relating  thereto. 

53.  Labor  records: 

Time  books,  time  slips,  overtime  tickets, 
delayed-time  tickets,  work  orders,  job 
tickets,  check  rolls,  and  other  papers  per- 
taining to  services  of  officers  and  employees. 

54.  Distribution  of  expenditures  for  material  and 

supplies: 

Journals,  ledgers,  or  other  records  and  memo- 
randa showing  the  detailed  distribution  of 
expenditures  for  materials  and  supplies 
chargeable  to  all  accounts,  including  memo- 
randum recapitulation  sheets. 

55.  Vouchers: 

(a)  Register  of  audited  vouchers  and  indexes 
thereto. 

Paid  drafts,  paid  checks,  and  receipts  for 
cash  paid  out. 

Paid  and  canceled  vouchers,  audit  office 
copies  of  vouchers,  and  supporting 


(b) 

(c) 


o vears. 


Permanently 

4 years. 

Optional. 

Optional. 

5 vears. 


Optional 

Optional. 

3 years. 

3 vears. 


3 vears. 


o vears, 


15  vears, 

« 

fi  vears. 
15  vears. 


papers. 

(d)  Lists  containing  authorities  for  pay- 

ments of  specific  vouchers. 

(e)  Reports  of  drafts  issued  by  claim  agents, 

station  agents,  and  others. 

(/)  Record  or  index  of  vouchers  to  be  made, 
with  notations  of  dates  of  issue. 

(g)  Defect  and  repair  cards  attached  to  bills 
supporting  vouchers.  (See  item  135.) 


3 years. 

1 vear. 

Optional. 

Ojitional. 
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Description  of  accounts,  etc. 


EXPENDITURES — Continued 
5(j.  Bills  collectible: 

(a)  Register  of  bills  collectible  (or  accounts 

receivable  bills)  and  indexes  thereto. 

(b)  Audit  office  copies  of  bills  issued  for 

collection,  and  supporting  papers  which 
do  not  accompany  the  original  bills. 

(c)  Periodical  statements  of  unsettled  ac- 

counts, except  trial  balance  sheets. 

((/)  Record  or  index  of  bills  to  be  issued,  with 
with  notations  of  dates  of  issue. 

57.  Road  and  equipment  records: 

(a)  Records  and  memoranda  of  the  cost  or 

the  inventory  value  of  road  and  equip- 
ment. 

(b)  Records  and  memoranda  pertaining  to 

depreciation,  retirements,  and  replace- 
placements  of  road  and  equipment. 

(c)  Contracts  and  other  agreements  relating 

to  the  construction,  acquisition,  or 
sale  of  road  and  equipment  property. 
{(i)  Records,  reports,  statements,  and  memo- 
randa showing  the  details  of  all  debits 
and  credits  on  account  of  the  cost  of 
road  and  equipment  property,  such  as 
labor  and  material  distribution  sheets, 
copies  of  individuals’  and  companies’ 
bills,  time  books,  time  tickets,  work 
orders,  job  tickets,  check  rolls,  material 
requisitions,  and  similar  records  if  full 
deta  ils  are  transcribed  into  records 
covered  by  items  (a)  to  (c)  above. 

(e)  Records,  reports,  statements,  and  mem- 
oranda showing  the  details  of  all 
debits  and  credits  on  account  of  the 
cost  of  road  and  equipment  property, 
such  as  labor  and  material  distribu- 
tion sheets,  copies  of  individuals’  and 
companies’  bills,  time  books,  time 
tickets,  work  orders,  job  tickets,  check 
rolls,  material  requisitions,  and  similar 
records  if  full  details  are  not  trans- 
cribed into  records  covered  by  items 
(a)  to  (c)  above. 

58.  Spe  *ial  authorities  for  expenditures: 

(a)  Estimates  and  special  authorities  for 

expenditures  for  new  lines,  extensions, 
additions,  and  betterments  made. 

(b)  Detail  records  and  memoranda  used  in  , 

preparation  of  estimates,  if  summar- 
ized in  records  covered  by  item  (a) 
above. 

(c)  Estimates,  detail  records,  and  memo- 

randa, when  the  expenditures  were 
not  authorized. 

CLAIMS 

70.  Claita  registers: 

(a)  Claim  registers,  card  or  book  indexes, 
and  other  records  in  connection  with 
the  recording  of  overcharge,  loss  and 
damage,  personal  injury,  fire,  and 
other  claims  presented  against  car- 
riers. 


k. 


Period  to  be  retained 


15  years. 

5 vears. 

Optional. 

0})tiona]. 

Permanently. 

Permanentlv. 

Permanentlv. 

3 vears. 


15  vears. 


Permanently. 

Optional. 

Optional, 
t)  vears. 
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Description  of  accounts,  etc. 


Period  to  be  retained 


CLAIMS — continued 


70.  Claim  registers — Continued. 

ib)  Records  showing  the  details  of  authori-  6 years, 
ties  issued  to  agents,  carriers,  and 
others  for  participation  in  freight 
claims. 

71.  Claim  papers: 

(a)  All  papers  substantiating  overcharge,  4 years 

loss  and  damage,  personal  injury,  fire,  or  reji 
and  other  claims,  whether  such  papers 
are  filed  separately  or  attached  to 
vouchers.  (See  item  55c.) 

(b)  Claim  jackets,  if  all  information  thereon  Optional. 

appears  in  records  covered  by  (a) 
above. 

(c)  Claim  bases  constituting  a duplicate  4 years. 

record  of  claims  if  the  substantiating 
papers  are  filed  with  another  interested 
carrier.  I 

72.  Records  of  fire  and  other  damages  to  property  of  i 

others: 

Reports  and  statements  of  trackmen  and  3 years, 
other  employees  regarding  injuries  by  fire 
or  otherwise  to  property  of  others,  when 
not  necessary  to  support  claims  or  vouchers. 

73.  Records  of  stock  killed  or  injured: 

Reports  and  statements  by  trainmen,  track-  3 years, 
men,  and  other  employees  regarding  stock 
killed  or  injured,  when  not  necessary  to 
support  claims  or  vouchers. 

74.  Records  of  personal  injury: 

Reports  and  statements  regarding  personal  3 years, 
injuries,  when  not  necessary  to  support 
claims  or  vouchers. 

75.  Records  of  unclaimed,  over,  short,  damaged,  and 

refused  freight: 

Tracers,  reports,  and  other  records  pertain-  3 years, 
ing  to  unclaimed,  over,  short,  damaged, 
and  refused  freight,  when  not  necessary 
to  support  claims  or  vouchers. 

76.  Sales  orders: 

Authorities  for  the  disposal  of  unclaimed,  6 years, 
damaged,  and  refused  freight. 


4 years  after  settlement 
or  rejection. 


TRAFFIC 


90.  Tariffs  and  other  rate  authorities: 

(а)  Tariffs,  classifications,  division  sheets, 

and  circulars  in  which  the  carriers  are 
interested  relative  to  the  transporta- 
tion of  persons  or  property,  in  the 
general  files  of  the  traffic  or  other 
department  in  which  the  complete 
official  file  is  maintained. 

(б)  Tariffs,  classifications,  division  sheets, 

and  circulars  in  other  departments 
and  at  agencies,  if  copies  of  the  same 
issues  of  such  tariffs,  etc.,  are  pre- 
served in  the  general  files  referred  to 
in  (a)  above. 


4 years  after  expiration 
or  cancellation. 


May  be  destroyed  at  op- 
tion of  carrier  after 
expiration  or  cancel- 
lation. 


67.189°— 88- 
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Description  of  accounts,  etc.  Period  to  be  retained 


TRAFFIC — continued 


90.  Tar  ffs  and  other  rate  authorities — Continued. 

(c)  Applications  for  and  file  copies  of  spe- 

cial-rate orders  authorizing  the  sale 
of  passenger  fare  tickets  at  reduced 
rates, 

(d)  Requests  and  receipts  from  agents  and 

others  for  tariffs,  classifications,  di- 
vision sheets,  and  circulars. 

(e)  Written  requests  on  carrier  from  per- 

sons and  companies  for  quotations  of 
rates  and  copies  of  carrier's  quota- 
tions. 

(/)  Copies  of  concurrences  filed  with  the 
Interstate  Commerce  Commission  and 
with  other  regulating  bodies. 

(fir)  Authorities  for  the  transportation  of 
property,  free  or  at  reduced  rates, 
and  supporting  papers. 

(h)  Correspondence  and  working  papers  in 
connection  with  the  making  of  rates 
and  compilation  of  tariffs,  classifica- 
tions, division  sheets,  and  circulars 
affecting  the  transportation  of  per- 
sons or  property. 

91.  Pub  ic  time-tables: 

Public  time-tables  and  descriptive  literature 
and  record s and  correspondence  regard- 
ing compilation,  publication,  and  distribu- 
tion of  time-tables,  etc.,  for  use  of  the 
public. 

92.  Div  Tsion  of  freight: 

(а)  Records  pertaining  to  the  diversion  or 

reconsignment  of  freight. 

(б)  Requests,  tracers,  and  correspondence 

in  connection  with  diversions  or  re- 
consignments, if  results  are  sum- 
marized in  (a)  above. 

93.  Tra  fic  condition  reports: 

Market  quotations  and  weather  reports  re- 
ceived from  agents  and  others,  when  not 
affecting  claims. 

94.  Ticl  et  records: 

(а)  Copies  of  orders  on  printing  houses  for 

ticket  stock. 

(б)  Record  of  ticket  stock  received,  issued, 

and  destroyed. 

(c)  Requisitions  and  receipts  for  tickets 

and  cash  fare  receipts  furnished 
agents  and  conductors. 

(d)  Bulletins  of  tickets  lost  or  stolen 

(e)  Records  and  files  pertaining  to  the  ex- 

tension of  time  limits  of  tickets, 
granted. 

(/)  Records  and  files  pertaining  to  the  ex- 
tension of  time  limits  of  tickets,  not 
granted. 

95.  Baggage  check  records: 

(a)  Copies  of  orders  for  the  purchase  of  bag- 

gage checks. 

(b)  Record  of  baggage,  parcel  and  storage 

checks  received  (distributed,  and  de- 
stroyed). 


3 years. 


Optional. 


Optional. 


2 years  after  cancella- 
tion. 

4 vears. 


4 vears  after  cancella- 
tion  of  tariff,  etc. 


Optional. 


4 vears. 

V 

3 years. 


Optional. 

3 years. 

3 vears. 

3 years. 

Optional. 
3 years. 

Optional. 

3 years. 

3 years. 


■< 
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Description  of  accounts,  etc.  Period  to  be  retained 

TRAFFIC — continued 

95.  Baggage  check  records — Continued. 

(c)  Requisitions  and  receipts  for  baggage  3 years. 

checks,  excess  baggage  checks,  and 
storage  checks  furnished  agents,  bag- 
gagemen, and  transfer  companies. 

(d)  Bulletins  of  baggage  checks  lost  or  stolen.  Optional. 

96.  Tickets  and  checks: 

(a)  Used  and  canceled  tickets,  checks,  etc..  Optional, 
the  reports  of  which,  showing  their 
sale  or  issue,  have  been  audited  (ex- 
cept as  provided  for  free  tickets  in 
item  171i)  as  follows — 

One-way  and  round-trip  passenger  fare 
tickets  upon  which  the  name  of  the 
user  does  not  appear. 

Extra  fare  tickets.  Commutation  and 

Ferry  tickets.  trip  tickets. 

Berth  checks.  Clergy  certificates. 

Seat  checks.  Milk  tickets. 

Bar  checks.  Train  checks. 

Parlor  car  tickets.  Meal  checks. 

Sleeping  car  tickets.  Water  tickets. 

Bridge  toll  tickets. 

Permits  to  ride  on  freight  trains. 

Exchange  train  tickets. 

Validation  pasters  when  attached  to 
any  of  the  above  tickets. 

(u)  Used  and  canceled  tickets,  etc.,  the  re-  Optional, 
ports  of  which,  showing  their  sale  or 
issue,  have  been  audited  (except  as 
provided  for  free  tickets  in  item  171/) 
as  follows — 

One-way  and  round-trip  passenger  fare 
tickets  upon  which  the  name  of  the 
user  is  shown. 

Prepaid  orders. 

Exchange  orders. 

Validation  pasters  when  attached  to 
any  of  the  above  tickets. 

Stop-over  pasters. 

(c)  Used  mileage  books  and  scrip  books  on  6 months, 
which  the  name  of  user  is  shown  and 
passenger-fare  credentials,  the  reports 
of  which  showing  their  sale  or  issue 
have  been  audited;  coupons,  auditors’ 
stubs,  contract  portion  signed  by  pur- 
chaser and  other  detachments  from 
such  books  on  which  transportation  has 
been  performed;  and  identification  slips 
required  by  the  conditions  of  any  of 
these  tickets. 

(cc)  Used  mileage  books  and  scrip  books  on  Optional, 
which  the  name  of  the  user  is  not 
shown,  the  reports  of  which  shoving 
their  sale  or  issue  have  been  audited, 
and  the  coupons,  auditors’  stubs  and 
other  detachments  from  such  books 
on  which  transportation  has  been  per- 
formed. 
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Description  of  accounts,  etc. 


TRAFFIC — continued 

96.  Til  kets  and  checks — Continued. 

(d)  Used  caretakers’  tickets 

(e)  Used  baggage  checks,  parcel  room  checks, 

storage  checks,  excess  baggage  checks 
(including  c.  o.  d.),  excess  baggage  book 
coupons,  and  baggage  scrip,  the  reports 
of  which  have  been  audited. 

(P  Unused  or  unissued  tickets,  if  record  is 
kept  in  accordance  with  item  94  (b). 
ig)  Unused  baggage  checks,  if  record  is  kept 
in  accordance  with  item  95  (b). 

(,h)  Redeemed  tickets,  redeemed  mileage  and 
scrip  book  covers,  and  redeemed  cre- 
dentials. 

(i)  Redeemed  portions  of  conductors’  cash 

fare  and  duplex  tickets. 

(j)  Redeemed  and  canceled  orders  issued  by 

conductors  for  refund  of  extra  fares 
assessed  on  extra-fare  trains. 

97.  Re  mrds  and  reports  of  tickets  redeemed 

98.  Re  jords,  circulars,  and  settlements,  regarding  con- 

entions,  excursions,  and  similar  matters. 

PURCHASES  AND  STORES 

110.  A' aterial  ledgers: 

(а)  Records  of  material  and  supplies  on  hand. 

(б)  Telegraphic  reports  of  supplies  on  hand 

other  than  fuel. 

(c)  Balance  sheets  of  material  and  supplies 
received,  issued,  and  on  hand  at  divi- 
sion storehouses,  shops,  and  other 
places. 

111.  P irchases  and  sales: 

(а)  Copies  of  orders  for  the  purchase  of  mate- 

rials and  supplies. 

(б)  Invoices  for  materials  and  supplies  pur- 

chased whether  attached  to  vouchers  or 
filed  separately  (see  item  55c),  and 
records  or  reports  of  such  invoices. 

(c)  Advices  from  individuals  and  companies 

acknowledging  receipt  of  orders  for 
materials  and  supplies  and  notices  of 
shipment. 

(d)  Bids  and  offers  for  the  sale  or  purchase 

of  material  and  supplies. 

(e)  Contracts  for  the  purchase  or  sale  of  ma- 

terials and  supplies. 

(J)  Advices  or  requisitions  from  storekeepers 
and  others  for  the  purchase  of  mater- 
ials and  supplies. 

(g)  Lists  or  records  of  invoices  transmitted 

to  or  from  storekeepers. 

(h)  Receipts  or  delivery  tickets  issued  for 

material  and  supplies  received  in  in- 
stallments and  subsequently  surren- 
dered with  and  in  support  of  invoices 
or  bills  showing  full  information. 

(i)  Freight  bills  covering  charges  on  mater- 

ials and  supplies. 

(J)  Reports  of  scrap  on  hand 


Period  to  be  retained 


3 years. 
Optional. 

Optional. 
Optional. 
6 months. 

6 months. 
6 months. 

3 years. 

3 years. 

10  years. 
OptionaL 

3 years. 

3 years. 

15  years- 

Optional- 

3 years. 

6 years- 
3 years. 

Optional- 

Optional- 

6 years. 

3 years- 
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Description  of  accounts,  etc.  Period  to  be  retained 


PURCH.\SES  AND  STORES — Continued  I 

111.  Purchases  and  sales — Continued. 

(A:)  Authorities  for  the  sale  of  scrap  and  3 3^ears. 
other  material  and  supplies. 

(0  Price  records  of  purchases,  file  copies Permanently. 

112.  Inventories  of  materials  and  supplies; 

(o)  General  inventories  of  materials  and  6 years, 
supplies  on  hand,  with  record  of  ad- 
justments between  accounts. 

(b)  Stock  cards,  inventory  cards,  and  other  ] year. 

detail  records  pertaining  to  the  taking 
of  inventories,  if  abstracted  into  rec- 
ords covered  by  (a)  above. 

(c)  Minor  inventories  of  materials  and  sup-  1 year. 

plies  on  hand,  if  not  used  for  adjust- 
ments. ' 

113.  Materials  and  supplies  received; 

(а)  Records  or  reports  of  materials  and  sup-  15  years. 

plies  received  by  carriers. 

(б)  Records  of  inspecting  and  testing  ma-  1 year. 

terials  and  supplies. 

(c)  Records  of  materials  and  supplies  re-  3 years. 

leased  and  returned  to  stock. 

(d)  Orders  on  other  carriers  for,  and  records  3 years. 

of  receipt  of,  material  for  repairs  of 
foreign  cars. 

114.  Materials  and  supplies  issued:  : 

(а)  Records  and  reports  of  materials  and  i 6 years. 

supplies  issued. 

(б)  Records  and  reports  of  materials  and  3 years. 

supplies  transferred  from  one  depart- 
ment or  division  to  another. 

(c)  Requistions  and  receipts  for  materials  1 year. 

and  supplies  issued. 

(d)  Price  records  of  materials  and  supplies  Permanently. 

issued,  file  copies. 

115.  Dining  and  caf6  car  supplies: 

(а) .  Conductors’  and  stewards’  reports  of  1 year. 

supplies  drawn,  consumed,  and  on 
hand. 

(б)  Conductors’  and  stewards’  requistions  1 year. 

and  receipts  for  supplies. 

(c)  Commissary  inventories 1 j^ear. 

116.  Manufactured  stock: 

(а)  Shop  orders  or  requisitions  for  the  manu-  3 j'ears. 

facture  of  stock. 

(б)  Records  and  reports  of  manufactured  6 years. 

stock. 

117.  Oil  and  waste  reports  and  records,  except  requisi-  2 years. 

tions  covered  by  item  114c. 

118.  Company  fuel: 

(o)  Detailed  record  of  fuel  purchased 15  years. 

(6)  Reports  and  record  of  fuel  delivered  to  3 \-ears. 
coaling  stations. 

(c)  Records  and  untranscribed  reports  of  6 j'ears. 

fuel  received  and  issued  at  coaling 
stations,  except  records  covered  bj' 
item  {h)  below. 

(d)  Reports  from  coaling  stations  of  fuel  1 _vear. 

received,  issued,  on  hand,  and  trans- 
ferred to  other  stations,  if  transcribed 
to  records  covered  by  (c)  above. 
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j 

Description  of  accounts,  etc.  i 


PURCHASES  AND  STORES — Continued 

1 18.  Company  fuel — Continued. 

(e)  Daily  reports  of  fuel  on  hand 

(/)  Reports  and  records  showing  the  de- 
tailed distribution  of  expenditures  for 
fuel  chargeable  to  all  accounts,  includ- 
ing coaling  station  balance  sheets. 

(g)  Reports  of  labor  handling  company  fuel. 

(h)  Requisitions  and  receipts  from  engine- 

men  and  others  for  fuel  supplied. 

SHOPS  AND  ENGINEHOUSES 

130.  Records  and  reports  of  repairs  to  locomotives, 

cars,  and  other  equipment. 

131.  Authorities  for  e.xpenditures  for  repairs  to  lo(5o- 

motives,  cars,  and  other  equipment. 

132.  Records  and  reports  of  repairs  needed  on  loco- 

motives, cars,  and  other  equipment. 

133.  Record  of  locomotive  boilers 

134.  Records  and  reports  of  trucks,  wheels,  and  axles 

removed  and  applied. 

135.  Defect  and  repair  cards: 

(а)  Defect  and  repair  cards,  stubs  or  records 

of. 

(б)  Defect  and  repair  cards  attached  to 

bills  supporting  vouchers.  (See  item 
55g.) 

(c)  Lists  and  statements  transmitting  de- 

fect and  repair  cards  for  preparation 
of  bills. 

(d)  Improper-repair  cards 

(e)  Reports  of  cars  forwarded  or  receiviid 

under  defect  cards. 

136.  Inspection  records: 

(а)  Certificates  of  inspection  of  equipment 

purchased. 

(б)  Records  and  reports  of  locomotives  and 

cars  inspected. 

(c)  Firebox  inspection  reports 

(d)  Spark-arrester  and  ash-pan  inspection 

reports. 

(e)  Locomotive  boiler  inspection  and  re- 

pair reports.  (See  items  210e  to 

2l0h). 

137.  Records  and  reports  of  locomotives  and  cars 

received,  forwarded,  and  on  hand  at  shops. 

138.  Reports  of  service  and  mileage  of  individual 

locomitives. 

139.  Records  and  reports  of  cars  light-weighed  and 

stenciled. 

140.  Records  and  reports  of  equipment  numbeis 

changed. 

141.  !*atent  records 

142.  Records  and  reports  of  equipment  in  and  out  of 

service. 

143.  lecords  and  reports  of  locomotive  failures 

144.  lecord  of  engines  ordered  and  dispatched 

145.  leports  of  passenger  cars  cleaned,  iced,  and 

similarly  prepared  for  service. 


Period  to  be  retained 


Optional. 
10  years. 


1 year. 
Optional. 

6 years. 

Optional. 

Optional. 

I 6 years. 

6 years. 

Optional. 

Optional. 

Optional. 

Optional. 

Optional. 

6 years. 

3 years. 

3 years. 

3 years. 

1 year. 

3 years. 

3 years. 

Permanently. 

3 years. 

3 years. 

3 years. 

3 years. 
Optional. 
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Description  of  accounts,  etc. 


Period  to  be  retained 


WAY  AND  STRUCTURES 


150.  Record  of  work  performed: 

(а)  Records  of  rail  and  cross-ties  laid, 

baUast  applied,  and  work  performed 
on  roadway  and  track,  by  quantities, 
locations,  or  otherwise. 

(б)  Reports  and  minor  records  of  rail  and 

cross-ties  laid,  ballast  applied,  and 
work  performed  on  roadway  and 
track,  if  transcribed  into  records 
covered  by  (a)  above. 

(c)  Records  and  reports  of  spur  tracks 
laid  and  taken  up. 

151.  Records  and  reports  of  repairs  and  renewals  of 

buildings,  bridges,  and  other  structures. 

152.  Authorities  for  expenditures  for  repairs  and 

renewals  of  roadway  and  structures. 

153.  Inspection  records: 

(a)  Reports  of  condition  of  roadway  and 

structures. 

(b)  Reports  of  inspection  of  bridges 

(c)  Reports  of  broken  rails 

154.  Reports  of  derailments 

155.  Reports  of  buildings,  bridges,  and  other  struc- 

tures painted. 

156.  Records  of  signal  installations  and  operations 

157.  Reports  and  records  of  inspection  of  scales 


6 years. 


1 year. 


3 years. 

6 years. 
Optional. 


3 vears. 

3 years. 
3 years. 
3 years. 
3 years. 

3 years. 
3 years. 


TRANSPORTATION 


I 


I 


160. 


161. 


162. 


163. 


Car  movements: 

(a)  Records  of  movement  of  cars,  home  and 

foreign. 

(b)  Junction  card  reports  from  other  carriers 

of  cars  interchanged,  when  data  are 
transcribed  to  records  provided  for  in 
(o)  above. 

(c)  Records  and  reports  of  cars  switched 

(d)  Minor  records  pertaining  to  the  handling 

and  movement  of  equipment  if  the 
movements  are  recorded  in  records 
covered  by  (a)  above. 

Car  distribution: 

(a)  Records  of  car  allotment  and  distribu- 

tion. 

(b)  Records  of  cars  ordered,  furnished,  and 

loaded. 

(c)  Telegraphic  and  other  reports  of  cars  on 

hand  and  required. 

(d)  Reports  of  unfilled  car  orders 

Per  diem  reports: 

(a)  Per  diem  reports  made  and  received, 

including  reclaims. 

(b)  Per  diem  discrepancy  and  adjustment 

reports. 

Dispatchers’  records: 

(a)  Train  sheets - 

(b)  Train-order  books  or  dispatchers’  copies 

of  train  orders. 

(c)  Train  orders — operators’  copies 

(d)  Train  orders — trainmen’s  copies 

(e)  Clearance  cards  or  orders — operators’ 

copies. 


6 years. 
Optional. 


6 years. 
Optional. 


6 years. 

6 years. 

1 year. 

1 year. 

3 years. 

3 vears. 

3 years. 

3 years. 

Optional. 

Optional. 

Optional. 
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Description  of  accounts,  etc. 


Period  to  be  retained 


TRANSPORTATION — Continued 

163.  Dispatchers’  records — Continued. 

(/)  Clearance  cards  or  orders — trainnien’s 
copies. 

ig)  Operators’  block  reports.  _ 

1 t D reports  of  trains  moved" 

164.  Records  and  reports  pertaining  to  embareo"es" 

, congested  traffic,  and  similar  matters  ^ ’ 

Ibo.  -employees’  time-tables: 

employees’  time-tables 
,n  .1®)  ^^eceipts  for  time-tables... 
loo.  L rain  accidents:  ‘ " ' 

(a)  Record  of  train  accidents 

(b)  Reports  of  train  accidents  by  conductors 

engmemen,  or  others. 

(c)  Reports  of  damage  to  equipment  by  ac  - 

cidents. 

167.  Reports  of  or  certificates  of  train-rules  e.xamina- 

tions. 

168.  ] .ocomotive  mileage : 

c>f  movement  of  locomotives 

{0)  R^orts  of  locomotive  mileage,  from 
division  offices,  when  transcribed  to 
ifiQ  t records  covered  by  (a)  above. 

169.  I ecords  of  hours  of  service: 

(a)  Records  of  hours  of  service  of  train  and 
rr  employees.  (See  item  210d.) 

170  n 10)  Tjain-delay  reports.  (See  item  21  Od) 

170.  R ecords  of  crews : 

(a)  Train  register  or  roster 

(b)  Records  of  crews  called,  including"  call- 

boy  records. 

171.  P isses  and  free  tickets: 

(a)  Copies  of  orders  on  printing  houses  for 

pass  stock. 

(b)  Records  of  pass  stock  received,  distrib- 

uted,  and  destroyed. 

(c)  Requests  for  passes;  copies  or  stubs  of 

requests  for  passes;  and  receipts  for 
passes. 

(d)  Records  of  passes  issued 

(e)  Records  of  passes  received  from  other 

carriers. 

(/)  Stubs  of  trip  passes 

(g)  Pass  identification  slipsV  ' (See ' ' item 
f * 4T  •) 

W Records  of  annual  or  term  passes 
honored. 

(i)  Trip  and  telegraphic  passes  collected 

(j)  I ree  passenger  fare  tickets  collected 
W tnexpired,  surrendered,  or  partially  used 

annual  or  term  passes. 

W void,  unused,  and  unissued  passes 


Optional, 

Optional. 
3 years. 

3 years. 


6 years, 
1 year. 

3 years. 
3 years. 

3 years. 

3 years. 


3 years. 
1 year. 


6 years. 

6 years. 

1 year. 

1 year. 

3 years. 
3 years. 
3 years. 


3 years. 
3 vears. 

V 

3 years. 

2 years. 

3 years. 


(m)  Records  of  free  passenger  fare  tickets 

issued. 

(n)  Conductors’  reports  of  passes  collected 

or  honored.  (See  item  172e.) 

loj  Reports  of  trip  passes  issued 

(P)  Bulletins  of  lost  and  outlawed  passes, 
file  copies  of. 

Bulletins  of  lost  and  outlawed  passes, 
other  than  file  copies  of. 


2 years. 

2 years. 

1 year  after  current 
year. 

1 year  after  current 
year. 

3 years. 


2 years. 

3 years. 

3 years. 

Optional. 
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Description  of  accounts,  etc.  Period  to  be  retained 

TRANSPORT.XTiON — Continued 

172.  Conductors’  passenger  and  freight  and  dining  car 

reports : 

(a)  Reports  of  cash  collections,  if  transcribed  1 year. 

to  records  covered  by  item  35. 

(b)  Reports  of  cash  collections,  if  not  tran-  3 years. 

scribed  to  records  covered  by  item  35. 

(c)  Stubs  of  cash  fare  receipts  or  conductors’  Optional. 

portions  of  duplex  tickets. 

(d)  Reports  of  passengers  carried,  or  of  2 years. 

tickets,  mileage  coupons,  etc.,  collected 
or  honored. 

(e)  Reports  of  passes  honored  or  collected.  2 years. 

(See  item  171n.) 

(/)  Pass  identification  slips.  (See  item  2 vears. 

171^.) 

(g)  Sleeping  car  identification  checks  and  Optional. 

envelopes. 

(h)  Reports  of  passengers  handled  in  sleep-  2 years. 

ing  and  parlor  cars. 

(/)  Envelopes  for  inclosing  tickets,  passes,  Optional, 
etc.,  collected. 

(J)  Slips  or  memoranda  for  freight  received  3 years, 
at  nonagency  stations. 

(k)  Conductors’  monthly  balance  sheets  and  4 years. 

supporting  papers. 

(l)  Conductors’  daily  or  weekly  balance  1 year. 

sheets,  when  figures  are  combined  on 
monthly  balance  sheet. 

173.  Conductors’  train  and  car  reports: 

(a)  Reports  showing  the  dates  and  numbers  3 years. 

of  trains,  the  initials  and  numbers  of 
cars,  the  movement  of  cars,  and  the 
mileage  of  cars  and  trains  (i.  e.,  wheel 
reports),  if  not  transcribed  into  other 
records. 

(b)  Reports  showing  dates  and  numbers  of  3 years. 

trains,  the  initials  and  numbers  of  cars, 
the  movement  of  cars,  and  the  mileage 
of  cars  and  trains  (i.  e.,  wheel  reports), 
if  transcribed  into  other  records  for 
retention. 

(c)  Reports  of  cars  interchanged  with  con-  3 years. 

necting  lines. 

(d)  Reports  of  cars  on  hand  at  nonagency  1 year. 

stations. 

(e)  Train  books  showing  crews,  car-seal  6 years. 

record,  cars  moved,  etc. 

174.  Import  and  export: 

Record  and  reports  pertaining  to  import  and  6 years, 
export  freight,  bonded  freight  and  baggage, 
steamships’  engagements,  etc. 

175.  Marine  equipment: 

Records  and  reports  pertaining  to  the  opera-  6 years, 
tion  of  marine  and  floating  equipment. 

176.  Railway  mail  service: 

(a)  Records  and  reports  of  mail  weighing,  3 years. 

mail  failures,  and  detentions,  fines, 
deductions,  and  irregularities.  | 

(b)  Records  and  reports  of  mail  pouches  | 1 year. 

received  and  distributed. 


r 
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Description  of  accounts,  etc- 


Period  to  be  retained 


TRANSPORTATION — Continued 


177.  Detective  and  police  service: 

Reports  and  records  in  connection  with  polic- 
ing  the  company’s  property,  detective 
service,  investigations  of  robberies  and 
attempts  to  defraud  the  company  when  not 
the  subject  of  claim  against  the  carrier. 

178.  Records  of  ticket  punches 

179.  Property  protection: 

Reports  and  records  in  connection  with  the 
prevention  of  loss  and  damage  to  freight 
shipments. 


Optional. 


3 years  after  use  of 
punch  is  discontinued. 

3 years. 


VGENCIES,  YARDS  AND  ACCOUNTING  BUREAUS 

180.  Freight  records: 

(а)  Agents’  records  or  registers  of  waybills 

made  and  received. 

(б)  Agents’  records  of  adjustments  on  freight 

waybills. 

(c)  Transfer  records  of  freight  received  from 

and  delivered  to  connecting  carriers. 

(d)  Records  of  and  receipts  for  delivery  of 

freight  to  consignees  and  connecting 
carriers. 

(e)  Orders  from  consignees  for  delivery  of 

freight. 

(/)  Freight-checkers’  records 

(g)  Orders  for  the  reconsignment  of  freight. I 

181.  P>eight  reports: 

(a)  Reports  and  abstracts  of  commercial 

waybills  made  and  received. 

(b)  Reports  and  abstracts  of  company  freight 

waybills  made  and  received. 

(c)  Passing  reports  at  junction  points  of 

through  waybills  forwarded  to  and  re- 
ceived from  connecting  carriers. 

(d)  Passing  reports  of  waybills  covering 

freight  moving  over  divisions,  bridges, 
etc. 

(e)  Reports  of  shipments  received  or  for- 

warded, not  covered  by  waybills,  such 
as  coal,  ore,  etc. 

(/)  Waybills  for  milk  and  cream  and  for 
returned  empty  carriers  on  passenger 
trains. 

(g)  Duplicates  of  above  records.  (See  item 

251a.) 

182.  ’"reight  waybills: 

(a)  Local  waybills 

(h)  Interline  waybills  received  from  other 

carriers. 

(c)  Copies  of  interline  waybills  made  to  other 

carriers. 

(d)  Copies  of  interline  waybills  moving  be- 

tween points  on  other  lines  to  which 
the  company  is  intermediate. 

(e)  Company  freight  waybills 

(/)  Memoranda  or  slips  on  which  are  listed 

waybills  sent  to  audit  office,  if  such 
memoranda  or  slips  are  not  used  in 
auditing  the  accounts. 


5 years. 
5 years. 
5 years. 
5 years. 

3 years. 

3 years. 
3 years. 

3 years. 

3 years. 

1 year. 

3 years. 

3 years. 

1 year. 


3 years. 

3 years. 

3 years. 

3 years. 

3 years. 
Optional. 
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Description  of  accounts,  etc. 

1 Period  to  be  retained 

agencies,  yards,  and  accounting  bureaus — contd. 


■5 


182.  Freight  waybills — Continued. 

(g)  Duplicates  of  above  records.  (See  item 
261a.) 

183.  Freight  corrections: 

(a)  Correction  notices 3 years. 

(b)  Undercharge  and  overcharge  freight  6 years. 

statements. 

(c)  Records  and  reports  of  correction  notices.-  4 years. 

(d)  Duplicate  of  above  records.  (See  item 

251a.) 

184.  Bills  of  lading  and  releases: 

(а)  Consignors’  shipping  orders,  consign-  3 years. 

ors’  shipping  tickets,  and  copies  of  bills 
of  lading. 

(б)  Shippers’  order-notify  bills  of  lading  3 years. 

taken  up  and  canceled. 

(c)  Contracts  covering  risks  of  carriers  in  6 years. 

transportation  and  storage. 

(d)  Shipping  contracts  for  transportation  of  5 years. 

caretakers  of  freight. 

(c)  Releases  for  deliveries  at  nonagency  sta-  3 years, 
tions. 

(/)  Bills  of  lading  and  shipping  tickets  lifted  3 years, 
on  inbound  shipments. 

185.  Records  of  freight  stopped  in  transit: 

Records  and  reports  showing  the  particulars  6 years, 
in  connection  with  shipments  stopped,  such 
as  grain  to  be  cleaned  or  milled,  lumber  to 
be  dressed,  posts,  or  poles  to  be  sorted,  live- 
stock to  be  fed,  cotton  to  be  compressed, 
etc.;  and  those  showing  particulars  in  re- 
gard to  reshipment  to  final  destination. 

(For  duplicates  see  item  251a.) 

186.  Weighing  of  freight: 

Records,  reports,  orders,  and  tickets  pertain-  6 years, 
ing  to  the  weighing  of  carload  and  less-than- 
carload  shipments.  (For  duplicates  see 
item  251a.) 

187.  Freight  loading  records: 

(a)  Records  of  loading  of  cars,  showing  by  6 years. 

whom  loaded  and  when,  by  whom  in- 
spected and  when. 

(b)  Records  and  reports  of  carload  and  less-  3 years. 

than-carload  shipments  transferred. 

(c)  Records  of  cars  iced  and  ventilated 3 years. 

(d)  Records  of  unloading,  feeding,  and  water-  3 years. 

ing  livestock. 

(e)  'Duplicates  of  above  records.  (See  item 

251a.) 

(/)  Records  of  unloading  of  cars,  showing  by  6 years, 
whom  unloaded  and  when  and  by 
whom  inspected. 

188.  Expense  bills  and  settlements: 

(a)  Copies  of  expense  bills  for  freight  and  3 years. 

other  charges. 

(b)  Copies  of  agents’  settlements  with  con-  3 years. 

signors  and  consignees. 

(c)  Agents’  settlements  between  carriers 3 years. 

(d)  Lists  of  bills  sent  to  audit  office  for  col-  3 years. 

lection  and  credit. 

(e)  Reports  of  uncollected  freight  charges — 3 years. 


J 
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AGEX  :iES,  YARDS,  AND  ACCOUNTING  BUREAUS — COntd. 


188.  E spense  bills  and  settlements — Continued. 

if)  Duplicates  of  above  records.  (See  item 
251o.) 

189.  1 icket  records : 

(a)  Records  of  tickets  received,  sold,  and  on 

hand. 

(b)  Inventories  of  tickets  at  agencies 

(c)  Records  of  adjustments  and  corrections 

on  ticket  reports. 

(d)  Stubs  of  tickets,  etc 

(e)  Envelopes  and  receipts  for  stop-over 

tickets  deposited  with  agents  at  stop- 
over points. 

if)  Duplicates  of  above  records.  (See  item 
251a.) 

190.  T cket  reports: 

Reports  of  sale  of  tickets,  sale  of  mileage 
books,  collection  for  excess  baggage,  etc. 
(For  duplicates,  see  item  251a.) 

191.  SI  .^eping,  parlor,  and  chair  car  records: 

Sleeping,  parlor,  and  chair  car  diagrams 
and  correspondence  in  connection  with 
reservations. 

192.  Bi  ,ggage  records : 

(a)  Baggage  records 

ib)  Baggage  waybills  and  manifests I _ 

(c)  Records  of  excess  and  c.  o.  d.  baggage 
checks  issued. 

id)  Releases  for  baggage  in  bad  order 

ie)  Receipts  from  agents,  baggagemasters, 

and  others  for  valuable  letters  and 
packages. 

if)  Receipts  for  lost  and  mismatched  bag- 

gage checks. 

(g)  Transfer  company  checks  and  mani- 

fests. 

(h)  Duplicates  of  above  records.  (See  item 

251a.) 

193.  M scellaneous  collections  by  agents: 

Records  and  reports  of  overcollection  of 
freight  and  other  charges  (with  record  of 
refund  or  disposition);  sale  of  un- 
claimed freight,  sale  of  water;  icing, 
weighing,  reconsignment,  loading,  and  | 
unloading  charges;  garnishee  fees,  etc. 
(For  duplicate  see  item  251a.) 

194.  Sw  tching  records: 

(a)  Reports  and  records  pertaining  to  rev- 

enue switching. 

(b)  Switching  orders,  switching  tickets,  and 

switching  waybills. 

(c)  Duplicates  of  above  records.  (See  item 

251a.) 

195.  De  nurrage  and  storage  records: 

(a)  Records  of  cars  arrived,  placed,  and 
released  and  of  accruals  of  demurrage. 
ib)  Reports  to  auditing  department  and  to 
demurrage  and  storage  bureaus  of 
accruals  and  collections  of  demurrage  i 
and  storage  charges. 

(c)  Reports  of  uncollected  demurrage  and 
storage  charges.  j 


3 years. 

3 years. 

3 vears. 

6 months  after  audit. 
Optional. 


3 years. 


3 vears. 


3 vears. 

2 years. 

2 years. 

2 years. 
Optional. 


Optional. 

Optional 


4 years. 


4 vears.  - 
4 years. 

4 years, 

4 years. 

4 years. 
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Description  of  accounts,  etc.  Period  to  be  retained 

AGENCIES,  YARDS  AND  ACCOUNTING  BURE.^US — COntd. 

I 

195.  Demurrage  and  storage  records — Continued.  > 

id)  Duplicates  of  above  records.  (See  item 
251a.) 

196.  Notices  of  freight  arrivals: 

(Copies  of  notices  to  consignees  of  the  arrival  3 years, 
of  freight. 

197.  Remittances: 

(a)  Agents’  and  conductors’  remittance  slips,  3 years, 
bank  deposit  slips,  and  supporting 
papers,  not  provided  for  elsewhere. 
ib)  Agents’  records  of  remittances 3 years. 

(c)  Statements  of  cash  and  other  cash  papers  3 years. 

deposited  with  agents  by  conductors. 

(d)  Duplicates  of  above  records.  (See  item 

251a.) 

198.  Station  records  summarizing  the  debits  and  6 years. 

credits  on  account  of  revenues,  remittances 
claims,  etc. 

199.  Agency  cash  books 6 years. 

200.  Agents’  balance  sheets: 

(a)  Monthly  balance  sheets  and  supporting  6 years. 

papers. 

(b)  Daily  and  weekly  balance  sheets,  when  1 year. 

figures  are  combined  on  monthly  bal- 
ance sheets. 

(c)  Daily  and  weekly  balance  sheets  and  G years. 

supporting  papers,  when  figures  are 
not  combined  and  carried  to  monthly 
balance  sheets. 

(d)  Duplicates  of  above  records.  (See  item 

251a.) 

201.  Relief  claims: 

(a)  Record  of  agents’  relief  claims 3 years  after  settlement. 

(b)  Reports  and  papers  supporting  agents’  3 years  after  settlement. 

relief  claims. 

202.  Car  records  and  reports: 

(a)  Records  of  cars  received,  forwarded,  and  3 years. 

on  hand. 

(b)  Records  of  cars  received  from  and  de-  3 years. 

livered  to  connecting  carriers. 

(c)  Reports  of  cars  received,  forwarded,  and  3 years. 

on  hand  and  wanted,  including  inter- 
change with  connecting  lines. 

id)  Telegraphic  report  of  cars  interchanged  1 year. 

at  junctions,  when  data  are  transcribed 
into  other  records. 

ie)  Telegraphic  reports  of  movement  of  fast  1 year. 

freight,  when  data  are  transcribed  into 
other  records. 

(/)  Record  of  car  seals  applied,  released,  and  3 years, 
on  hand. 

ig)  Yard  car  books  showing  cars  on  various  3 years, 
yard  tracks  and  industrial  tracks. 

(h)  Daily  reports  of  loaded  cars  passing  yards.  Optional. 

(i)  Duplicates  of  above  records.  (See  item 

251a.) 

203.  Reports,  records,  and  instructions  regarding  the  Optional. 

makeup  of  trains. 

204.  Card  waybills: 

(a)  Card  waybills,  when  used  as  revenue  bill-  3 years. 

ing. 
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Description  of  accounts,  etc. 


AGENCtES,  YARDS  AND  ACCOUNTING  BUREAUS COntd. 

204.  Cj  ,rd  waybills — Continued. 

(b)  Card  waybills,  when  shipments  are  cov- 

ered by  other  revenue  waybills. 

(c)  Card  waybills  for  nonrevenue  shipments 

(d)  Home  route  card  waybills 

205.  Cjr  cards,  placards,  and  car  certificates: 

(a)  Car  cards,  side  cards,  placards  and  copies 
of  car  certificates  when  used  for  routing 
purposes  or  to  show  contents  or  condi- 
tion of  cars  and  with  rules  for  handling, 
(o)  Inspection  certificates  for  cars  containing 
explosives,  forwarding  agents’  original. 
20h.  Ot  ler  agency  and  yard  records: 

All  records  at  agencies  and  yards  not  other- 
wise provided  for  in  these  regulations. 

STATISTICS 

210.  Reports  to  Interstate  Commerce  Commission  and 
( ther  regulating  bodies: 

(а)  Annual  financial,  operating,  and  statis- 

tical reports,  file  copies  of,  and  sup- 
porting papers. 

(б)  Monthly  reports  of  operating  revenues 

and  expenses,  file  copies  of,  and  sup- 
porting papers. 

(c)  Monthly  accident  reports,  file  copies  of, 

and  supporting  papers. 

(d)  Monthly  reports  of  hours  of  service,  file 

copies  of,  and  supporting  papers. 

(e)  Monthly  locomotive  boiler  inspection 

and  repair  reports,  file  copies  of,  and 
supporting  papers. 

(/)  Annual  locomotive  boiler  inspection  and 
repair  reports,  file  copies  of,  and  sup- 
porting papers. 

(g)  Special  orders  from  Interstate  Com- 

merce Commission  for  repairs  to  loco- 
motive boilers,  and  file  copies  of  special 
repair  reports  covering  such  repairs. 

(h)  Specification  cards  for  locomotive  boil- 

ers, file  copies  of,  and  supporting  blue 
prints  and  alteration  reports. 

0)  Freight  car  location  reports,  file  copies 
of,  and  supporting  papers. 

O’)  Monthly  or  periodical  reports  regarding 
employees  and  salaries,  file  copies  of, 
and  supporting  papers. 

(k)  Reports  to  regulating  bodies  regarding 
expenditures  of  proceeds  from  sale  of 
authorized  securities,  file  copies  of, 
and  supporting  papers. 

N’ote.— The  supporting  papers  referred  to  in  item  210  are 
1 nose  requisite  to  support  the  reports  named,  and  not  else- 
’ ''here  provided  for  in  these  regulations.  If  figures  for  such 
1 eports  are  assembled  on  memorandum  sheets,  such  sheets 
( onstitute  a part  of  the  supporting  papers  and  shall  be  re- 
1 lined  accordingly. 

211.  Ann  lal  reports  or  statements  to  stockholders, 
fil ! copies  of. 


Period  to  be  retained 


1 year. 

3 years. 

1 year. 

Optional. 

3 years. 

6 years. 


Permanently. 

1 year  after  current 
vear. 

3 years. 

3 years. 

1 year  after  current 
year. 

5 years. 

1 year. 


1 year  after  boiler  is 
retired. 

3 years. 

3 years. 

10  years. 


Permanently. 
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Description  of  accounts,  etc.  Period  to  be  retained 

STATISTICS — continued 

212.  Monthly  or  other  periodical  statements  of  general  5 years. 

balance  sheet,  income,  and  profit  and  loss  ac- 
counts, comparative  or  otherwise. 

213.  Monthly  or  other  periodical  statements  of  reve-  5 years. 

nues  and  expenses,  comparative  or  otherwise, 
and  analyses  of  increases  and  decreases. 

214.  Monthly  or  other  periodical  statements  of  ton-  5 years. 

nage  handled,  by  tons,  ton-miles,  commodities, 
divisions,  or  otherwise. 

215.  Monthly  or  other  periodical  statements  of  car-  5 years. 

miles,  train-miles,  and  movements  of  freight 
and  passenger  cars. 

216.  Monthly  or  other  periodical  statements  of  per-  5 years. 

formances  of  locomotives. 

217.  Monthly  or  other  periodical  statements  of  em-  5 years. 

ployees  by  duties,  days,  compensation,  or 
otherwise. 

218.  Monthly  or  other  periodical  statements  of  pas-  5 years. 

senger  traffic,  by  number  of  passengers,  pas- 
senger-miles, divisions,  or  otherwise. 

219.  Miscellaneous  statistical  reports,  statements,  and  3 years. 

summaries  (not  otherwise  provided  for  herein) 
used  for  administrative  purposes  only  and  not 
entering  the  accounts  of  the  company. 

220.  Working  papers  or  records  on  which  are  assem-  3 }'ears. 

bled  figures  for  records  covered  by  items  212 
to  219 

221.  Estimated  revenues  and  expenses: 

Monthly  or  periodical  statements  of  estimated  Optional, 
or  approximate  revenues  and  expenses, 
when  not  used  as  bases  for  crediting  or 
charging  the  accounts. 

222.  Agents’  daily  or  weekly  reports  of  tonnage,  rev-  Optional. 

enue,  or  receipts,  used  only  for  preparing  state- 
ments of  estimated  revenues  or  the  movement 
of  traffic. 

223.  Tabulating  cards: 

Tabulating  cards  used  in  the  compilation  of  1 year, 
statistics  and  other  data,  when  the  results 
are  transcribed  to  other  records  covered  by 
these  regulations. 

JOINT  ASSOCIATIONS,  BUBEAUS,  AND  SIMILAR  AGENCIES 

230.  Rules,  regulations,  and  instructions  to  carriers,  6 years. 

agents,  and  others. 

231.  Statements  of  expenses  of  agencies  and  appor-  6 years. 

tionment  between  carriers  and  others. 

232.  Statements  of  receipts  of  agencies  and  apportion-  6 years. 

ment  between  carriers  and  others. 

233.  Statements  of  freight  handled,  by  carriers,  com-  6 years. 

modities,  gateways,  or  otherwise. 

234.  Statements  of  passenger  business,  by  carriers,  6 years. 

classes,  gateways,  or  otherwise. 

235.  Reports  from  carriers  or  agents  of  carriers  show-  3 years. 

ing  freight  handled,  passengers  carried,  and 
other  information,  if  summarized  in  records 
covered  by  items  231  to  234. 

236.  Working  papers  and  records  tabulating  data  for  3 years. 

records  covered  by  items  233  and  234. 
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JOINT  ASSOCIATIONS,  BUREAUS,  AND  SIMILAR 
AGENCIES — continued 

237.  \V  ly bills: 

(а)  Copies  of  waybills  received  from  carriers 

or  agents  of  carriers,  if  such  copies  con- 
tain no  information  other  than  that 
appearing  on  the  original  waybills. 

(б)  Abstracts  or  lists  accompanying  copies  of 

waybills  covered  by  (a)  above,  when 
used  only  for  checking  the  copies  re- 
ceived. 

238.  Di  mur rage  and  storage: 

(a)  Records  summarizing  the  accruals  of  de- 

murrage and  storage  charges. 

(b)  Reports  and  statements  to  carriers  of  de- 

murrage and  storage,  and  file  copies 
thereof. 

(c)  Reports  from  agents  of  carriers  of  ac- 

cruals of  demurrage  and  storage 
charges,  of  cars  received,  placed,  and 
released,  of  constructive  placement, 
etc. 

(d)  “Average”  demurrage  agreements 

(e)  Records  of  cars  handled  under  “average” 

agreements. 

(/)  Records  and  supporting  papers  covering 
the  cancellation  or  refund  of  demurrage 
and  storage  charges. 

(g)  Duplicates  of  above  records.  (See  item 
251a.) 

239.  W»  ighing  and  inspection  of  freight: 

(а)  Weight  agreements,  such  as  those  pro- 

viding for  acceptance  of  shippers’ 
weights,  subject  to  inspection  of  books, 
etc. 

(б)  Records  and  reports  covering  the  set- 

tlement with  shippers  and  carriers 
for  undercharges  in  weight. 

(c)  Records  and  reports  of  shipments  mov- 

ing under  weight  agreements. 

(d)  Weighmasters’  oaths,  weight  tickets, 

weight  certificates,  and  reports  of 
weighmasters. 

(e)  Reports  to  carriers  of  shipments  weighed 

or  inspected,  of  corrections  made  on 
waybills,  and  similar  matters. 

(/)  Duplicates  of  above  records.  (See  item 
251a.) 

240.  Va  idating  of  tickets: 

1 Records  and  reports  pertaining  to  the  validating 
of  passenger  fare  tickets.  (For  duplicates 
see  item  251a.) 

241.  Mi  eage-book  settlements: 

(a)  Records  and  reports  pertaining  to  settle- 
ments with  carriers  and  passengers 
regarding  mileage  books,  scrip  books, 
reduced-rate  credentials,  and  similar 
tickets. 

(5)  Records  and  reports  of  tickets  redeemed. 
(See  item  97.) 

(c)  Duplicates  of  above  records.  (See  item 
251o.) 


Period  to  be  retained 


Optional. 


Optional. 


4 years, 
3 years. 

3 years- 

4 years. 
4 years. 

4 years. 

V 


6 years. 

6 years. 

6 years. 
6 years. 

6 years. 


6 years. 
0 years. 


i 


DESTRUCTION  OF  RECORDS  OF  STEAM  ROADS 


33 


Description  of  accounts,  etc.  , Period  to  be  retained 


JOINT  ASSOCIATIONS,  BUREAUS,  AND  SIMILAR 

AGENCIES — continued 

242.  Statements,  schedules,  and  bills  rendered  steam-  6 years. 

ship  or  other  carriers  covering  the  amount  due 
for  tickets  issued  in  exchange  for  orders,  file 
copies  of. 

243.  Clergy  permits: 

Applications  for  clergy  permits,  and  records  3 years, 
and  reports  pertaining  to  the  issuance  and 
use  of  clergy  permits. 

Note.— Ledgers,  journals,  vouchers,  bills,  and  other 
records  of  joints  associations,  etc.,  shall  be  retained  for  the 
same  periods  as  are  provided  for  such  documents  elsewhere 
in  these  regulations. 

MISCELLANEOUS 

250.  Engineering  records: 

(a)  Maps,  profiles,  plans,  specifications,  es-  Permanently. 

timates  of  work,  records  of  engineer- 
ing studies,  and  similar  records  per- 
taining to  extension,  addition,  and 
betterment  projects  which  have  been 
put  into  e.xecution. 

(b)  Maps,  profiles,  plans,  specifications,  es-  6 years. 

timates  of  work,  records  of  engineer- 
ing studies,  and  similar  records  per- 
taining to  extension,  addition,  and 
betterment  projects  which  have  been 
abandoned. 

251.  Duplicate  accounts,  records,  and  memoranda: 

(a)  Copies  of  accounts,  records,  and  memo-  May  be  destroyed  after 
randa  covered  by  items  181-183,  185-  expiration  of  periods 

190,  192-195,  197,  200,  202,  238-241,  assigned  to  originals, 

when  held  by  agents.  (See  paragraph  18.) 

(5)  Duplicates  of  other  accounts,  records,  May  be  destroyed  at  op- 
and  memoranda  listed  in  these  regu-  tion  of  carrier.  (See 
lations  when  they  are  not  provided  paragraph  19.) 
for  otherwise  and'  when  they  contain 
no  information  other  than  that  shown 
on  the  originals. 

252.  Records  of  employees: 

(a)  Applications  for  employment,  reports  1 year. 

and  certificates  of  examinations, 
service  records,  efficiency  tests,  em- 
ployees’ rosters,  and  other  similar 
records  pertaining  to  employees. 

(b)  Applications  for  employment  and  re-  Optional. 

plies  thereto  not  resulting  in  employ- 
ment of  applicant. 

253.  Instructions  to  agents  and  others: 

(a)  Books  and  circulars  of  instructions  to  6 years  after  expiration 

agents  and  others,  in  the  general  file  or  cancellation, 
of  the  department  in  which  the  com- 
plete official  file  is  maintained. 

(b)  Surplus  copies  of  books  and  circulars  Optional. 

of  instructions  and  copies  in  other 
departments  and  at  agencies,  if  copies 
of  the  same  issues  are  preserved  in 
the  general  file  referred  to  in  (a) 
above. 
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Period  to  be  retained 


257. 


MISCELLANEOUS — Continued 

254.  Land,  industrial,  and  immigration  department 

records: 

{a)  Reports,  records,  and  correspondence 
containing  inquiries  from  and  replies 
to  prospective  homeseekers  and  in- 
dustries regarding  localities  and  con- 
ditions. 

(b)  Agents’  periodical  itinerary  reports 

(c)  Agents’  periodical  field  or  work  re- 

ports. 

(d)  Periodical  reports  from  agents,  indus- 

tries, and  others,  furnishing  data 
for  annual  reports  for  industrial, 
commercial,  and  agricultural  direc- 
tories, and  similar  publications. 

255.  Provident  departments  records: 

Records  of  provident  departments,  such  as 
employees’  relief,  hospital,  insurance  ai  d 
savings  departments,  other  than  records 
pertaining  to  the  receipt  and  disbursement 
of  funds. 

Note.— The  records  pertaininp:  to  the  receipt  and  dis- 
bursement of  funds  must  be  retained  for  the  same  periods  as 
are  provided  for  similar  records  elsewhere  in  this  order. 

256.  Data  relating  to  the  destruction  of  records: 

Written  authorities  and  certificates  of  de- 
struction of  accounts,  records,  and  memo- 
randa required  by  public  authorities.  (See 
pars.  7,  10,  11,  and  12  of  these  regulations.) 

257.  Jorrespondence: 

(a)  Correspondence  and  records  thereof  re- 

lating to  subjects  listed  in  items  1 to 
256,  inclusive. 

(b)  Operators’  copies  of  telegrams,  including 

relay  copies,  if  the  original  or  other 
copies  of  such  messages  are  retained,  as 
provided  for  in  (a)  above. 

(c)  Stenographers’  notebooks  and  phonograph 

and  other  mechanical  device  records,  if 
transcripts  thereof  are  retained,  as  prc- 
vided  for  in  (a)  above. 

(d)  Extra  copies  of  letters,  etc.,  used  for 

tracing  or  following  up  correspond- 
ence, or  for  other  purposes,  if  original 
or  other  copies  are  retained  as  provideii 
for  in  (a)  above. 

258.  i tore  door  pick-up  and  delivery  records: 

(a)  A manifest  detailing  shipments  delivered 

to  freight  station  by  consignor  or  con- 
signor’s authorized  drayman  on  which 
an  allowance  is  authorized  in  lieu  of 
pick-up  service.  (Statement  of  dray- 
age  allowance  due  shipper  or  con- 
signee.) 

(b)  Station  record  of  all  c.  o.  d.  shipments  re- 

ceived and  all  c.  o.  d.  “Interline”  ship- 
ments billed. 

(c)  A manifest  of  shipments  to  be  delivered 

by  drayman.  (Record  of  delivery 
service  shipments.)  | 


3 years, 


1 year. 
1 year. 

1 year. 


1 year. 


Permanently. 


For  the  period  pre- 
scribed for  the  records 
to  which  the  corre- 
spondence relates. 

Optional. 


Optional. 


Optional. 


5 years  for  the  copies  in 
agents’  files. 


5 years  for  original. 

5 years  for  office  copy. 
Optional  for  other  cop- 
pies. 

5 years  for  original. 
Optional  for  agents’ 
copy. 
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Description  of  accounts,  etc. 


Period  to  be  retained 


MISCELLANEOUS — Continued 

258.  Store  door  pick-up  and  delivery  records — Contd. 

(d)  A manifest  of  shipments  to  be  picked  up 

by  drayman.  (Record  of  pick-up  ship- 
ments.) 

(e)  A c.  o.  d.  pounch  to  inclose  shipper’s  in- 

voice and  fasten  to  original  waybill. 

(/)  Notice  to  consignees  of  tender  of  delivery. 


(g)  Monthly  summary  of  dray  age  charges 

paid. 

(h)  Summary  of  manifest  forms  (c)  and  (d) 

pick-up  and  delivery  service  shipments. 
O')  Monthly  report  by  agents  covering  han- 
dling of  1.  c.  1.  freight  at  pick-up  and 
delivery  stations  (no  minimum). 


O')  Monthly  report  by  agents  covering  han- 
dling of  1.  c.  1.  freight  at  pick-up  and 
delivery  stations  (with  minimum). 


(k)  Monthly  report  by  agents  covering  han- 
dling of  1.  c.  1.  freight  at  non  pick-up 
and  delivery  stations. 


(1)  Pick-up  service  call  sheet 

(m)  Card  form  patrons’  authority  for  service 
desired  (cartage  authorities). 


5 years  for  agents’  copy. 


Optional  at  point  of  de- 
liverv. 

V 

5 years  for  duplicate  at- 
tached to  agents’  de- 
livery receipts. 

5 years  for  original. 

5 years  for  office  copy. 

5 years  for  agents’  origi- 
nals. 

5 years  for  original. 

5 years  for  copy  for  sta- 
tion file. 

Optional  for  other 

copies. 

5 years  for  original. 

5 years  for  cop\'  for  sta- 
tion file. 

Optional  for  other 

copies. 

5 years  for  original. 

5 years  for  copj’  for  sta- 
tion file. 

Optional  for  other 

copies. 

5 years  for  agents’  copy. 

5 years  after  cancella- 
tion. 


APPENDIX 


The  following  forms  are  suggested  for  the  use  of  carriers,  but  any 
other  forms  may  be  used  provided  they  show  the  information  required 
by  the  regulations: 


(A)  Form  of  resolution  of  Board  of  Directors  designating  an  officer  to  have 
pneral  supervision  of  the  destruction  of  accounts,  records,  and  memoranda. 
(See  par.  2a  of  the  regulations.) 

Excerpt  from  minutes  of  the  meeting  of  the  Board  of  Directors  of 

Company,  held  at  its  office  in 

on , 19 : 

“Resolved,  That 

(Title  of  officer  or  name  and  title) 

be,  and  he  is  hereby,  designated  as  the  officer  of  this  company,  to 
have  general  supervision  of  the  destruction  of  accounts,  records, 
and  memoranda  in  accordance  with  the  Regulations  to  Govern  the 
Destruction  of  Records  of  Steam  Roads,  effective  on  July  1,  1914, 
issued  by  the  Interstate  Commerce  Commission.” 

I hereby  certify  that  the  above  is  a true  and  correct  cop3^ 


(Name) 


.,  19____ 


(Title) 


(B)  Form  of  resolution  of  Board  of  Directors  designating  an  officer  to  have 
supervision  of  the  destruction  of  certain  accounts,  records,  and  memoranda. 
(See  par.  2b  of  the  regulations.) 

Excerpt  from  minutes  of  the  meeting  of  the  Board  of  Directors  of 

the Company,  held  at  its  office  in 

on , 19 : 

“Resolved,  That 

(Title  of  officer  or  name  and  title) 

be,  and  he  is  hereby,  designated  as  the  officer  having  supervision 
of  the  destruction  of  the  accounts,  records,  and  memoranda  named 
below,  the  destruction  of  which  is  permitted  by  the  Regulations  to 
Govern  the  Destruction  of  Records  of  Steam‘d  Roads,  effective  on 
July  1,  1914,  issued  by  the  Interstate  Commerce  Commission.” 


Form  No. 


Description 


Period 


Item  No.  in  I.  C.  C 
Regulations 


I hereby  certify  that  the  above  is  a true  and  correct  copy. 


38 


DESTRUCTION  OF  RECORDS  OF  STEAM  ROADS 


of  resolution  of  Board  of  Directors  naming  a cremation  committee 
regulati  canceled  bonds,  interest  coupons,  etc.  (See  par.  11  of  the 

Exc^Tpt  from  minutes  of  the  meeting  of  the  Board  of  Directors  of 

the  Company,  held  at  its  office 

111 on , 19 ; 

^‘Reudved  That  pursuant  to  the  Regulations  to  Govern  the  De- 
striicti)n  of  Records  of  Steam  Roads,  effective  on  July  1 1914 

issued  by  the  Interstate  Commerce  Commission,  the  Board  designates 

T . (Titles  of  such  persons,  or  names  and  titles) 

to  be  a cremation  committee  to  act  in  conjunction  with  the  represen t- 
ati\  es  )t  the  trustees  m the  destruction  of 


)) 


(List  of  and  description  of  documents  to  be  destroyed) 

I heieby  certify  that  the  above  is  a true  and  correct  copy. 


(Name) 


(Title) 


(D)  F orm  of  written  authority  for  the  destruction  of  certain  accounts,  records 
and  merioranda.  (See  par.  6a  of  the  regulations.) 

Company, 

Office  of 

In  CO uformity  with  the  authority  conferred  ujioii  me  by  the  Board 
of  Dire?tors,  I hereby  authorize  and  direct 

, ] , (Name  and  title  or  occupation) 

■'cTi:' , destroy  the  accounts,  records,  and  memo- 

randa 01  this  company  described  below: 

Form  No  Description  Period  e?uDtion^- 


(Name) 


(Title) 


I 

I, 

i 


r 
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(E)  Form  of  written  authority  of  continuing  effect  for  the  destruction  of  ac- 
counts, records,  and  memoranda.  (See  par.  6b  of  the  regulations.) 


The 


Office  of 


Company, 


In  conformity  with  the  authority  conferred  upon  me  by  the  Board 
of  Directors,  I hereby  authorize  and  direct 

to  destroy  from  time  to  time  the 

(Name  and  title  or  occupation) 

accounts,  records,  and  memoranda  of  this  company  in  his  custody,  the 
destruction  of  which  is  permitted  by  the  Regulations  to  Govern  the 
Destruction  of  Records  of  Steam  Roads,  effective  on  July  1,  1914, 
issued  by  the  Interstate  Commerce  Commission. 


(Name) 


(Title) 

(F)  Form  of  certificate  of  destruction.  (See  par.  9a  of  the  regulations.) 


The 


Companv, 

Office  of , 

, 19 


Dear  Sir:  I hereby  certify  that  I have  this  day  destroyed  the  ac- 
counts, records,  and  memoranda  listed  below,  pursuant  to  your 
authority,  dated ,19 I further  certify  that  no  ac- 

counts, records,  or  memoranda  other  than  those  named  have  been 
destroyed  therewith. 

„ Item  No.  in  I.  C.  C. 

F orm  No.  Descript  ion  Period  Reputations 


Yours  truly, 


(Name) 


(Title  or  occupation) 
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regS.ti^nsO  certificate  of  destruction.  (See  pars.  8 and  9b  of  the 

Company, 

Office  of 

— . 


D]:arSir:  I hereby  certify  that  I have  destroyed  the  accounts 
ecoids,  and  memoranda  listed  below,  pursuant  to  your  authority 

f furtlicr  Certify  that  no  accounts,  rec- 
there  other  than  those  named  have  been  destroyed 


For  a No.  Descriotion  Pori^a  Item  No.  in  I.  C.  C.  Date  of 

r^escnption  Period  Regulations  Destruction 


Yours  truly, 


(Xante) 


(Title  or  occupation) 


INDEX  TO  RECORDS 


Abstracts;  of  auxiliary  operations,  12  note;  of  freight 
revenue,  30,  31. 

Accidents;  records,  166;  reports  to  regulating  bodies, 
210c.  (See  also  Derailments,  Personal  injuries.) 

Accountants’  reports,  21. 

Accounting  Bureaus,  180-206. 

Accounts,  unsettled,  56c. 

Acquisition  of  road  and  equipment,  contracts  relat- 
ing to,  57c. 

Additions;  estimates  and  authorities,  58;  engineering 
records,  250. 

Adjustments;  of  materials,  accounts,  112a;  of  per 
diem,  1626;  on  freight  waybills,  1806;  on  ticket 
reports,  189c.  (See  also  Corrections.) 

Agency  records;  rate  authorities,  906;  freight  traffic, 
180-188,  196,  204,  205;  passenger  and  baggage  serv- 
ice, 189-192;  miscellaneous  collections,  193;  switch- 
ing, 194;  demurrage  and  storage,  195;  accounts  and 
balances,  198-200;  car  and  train  movement,  202, 
203;  miscellaneous  records,  206;  instructions,  253. 
(See  also  Joint  agencies.) 

Agents  (claims);  drafts  issued,  55c. 

Agents  (industrial,  etc.);  itinerary  and  field  reports, 
254. 

Agents  (station);  general  office  accounts  with,  20; 
general  office  settlements  with,  30,  33,  36,  37,  38, 
39;  drafts  issued,  55c;  claim  participations,  706; 
requisitions  and  receipts,  90d,  94c,  95c;  market  and 
weather  reports,  93;  freight  reports,  181;  remit- 
tances, 197;  relief  claims,  201;  statistical  reports, 
222;  commercial  and  industrial  data  25id.  (See 
also  Agency.) 

Agreements,  14,  67c,  238d,  239a. 

Allotment;  of  securities,  3c,  4c;  of  cars,  161a. 

Alteration  of  locomotive  boilers,  2\0h. 

Appeals  from  assessments,  15. 

Applications:  to  regulating  bodies,  16;  fur  pay-roll 
changes,  516,  c;  for  special-rate  orders,  90c;  for 
employment,  252.  (See  also  Requests,  Requisi- 
tions.) 

Ash-pan  inspection,  136<i. 

Assessments.  (See  Taxes.) 

Assignments  of  employees'  pay,  52. 

Associations;  settlements,  34;  classified  records, 
230-243.  (See  also  Bureaus.) 

Attachments  of  employees’  pay  52. 

Auditor’s  stubs  of  mileage  books,  96c. 

Audits,  21. 

Authorities;  for  security  issues,  16;  for  transfer  of 
funds,  19c;  for  pay-roll  changes,  516;  for  voucher 
payments,  55d;  for  road  and  equipment  invest- 
ment, 58;  for  claim  participations,  706;  for  disposal 
of  unclaimed,  damaged,  and  refused  freight,  76; 
for  rates,  90;  for  sale  of  material  and  supplies,  IIU*; 
for  equipment  repair  expenditure,  131;  for  roadway 
and  structure  repair  expenditure,  152;  for  destruc- 
tion of  records,  256. 

Auxiliary  operations  records,  12. 

Average  demurrage  agreements,  238d. 

Axles  removed  and  applied,  134. 

Bad-order  baggage  releases,  192d. 

Baggage;  records.  174,  192a;  waybills  and  manifests, 
1926;  releases,  192d. 

Baggage  checks;  records,  95,  192c;  used,  96t;  unused, 
96i/:  receipts,  192/;  of  transfer  companies,  192^. 

Baggage  scrip,  96c. 

Baggagemasters’  receipts  for  valuables,  192c. 

Baggagemen’s  requisitions  and  receipts  for  checks, 
95c. 


Balance  sheets;  of  general  office  ledgers,  76,  c;  of 
material  and  supplies,  110c;  of  coaling  stations, 
118/;  of  conductors,  172/:.  /.  of  agents,  200;  periodical 
statements  and  data,  212,  220. 

Balance  statements  by  treasurer,  I9a,/. 

Ballasting  records,  150. 

Bank  deposits,  19. 

Bar  checks  used,  96a. 

Berth  checks  used,  96a. 

Betterments:  estimates  and  authorities,  58;  engi- 
neering records,  250. 

Bids  and  offers  for  material  and  supplies,  11  Id. 

Bills;  collectible,  56;  relating  to  property  investment, 
57d,  c;  covering  charges  on  company  material, 
111/;  agents’  expense  bills,  188;  handled  by  joint 
agencies,  243  note. 

Bills  of  lading,  184. 

Bills  of  sale  and  transfer  of  securities,  3d,  4c. 

Block  reports  of  operators,  163(7. 

Blue  prints  for  boiler  repairs,  210/i. 

Boilers;  record  133;  inspection  reports,  136c,  210^,  /; 
repair  reports,  136c  210c,  /,  g,  h:  special  I.  C.  C. 
orders,  210^;. 

Bonded  freight  and  baggage,  174. 

Bondholders.  (See  Proxies.) 

Bonds;  issues  and  transfers,  4,  16;  retirement,  6. 
(See  also  Fidelity  bonds,  Indemnity  bonds.) 

Bridges;  repairs  and  renewals,  151;  inspection,  1536; 
painting,  155. 

Buildings.  (See  Structures.) 

Bulletins;  of  lost  and  stolen  tickets,  94d.-  of  lost  and 
stolen  baggage  checks,  95d;  of  lost  and  outlawed 
passes,  171p,  g. 

Bureaus;  settlements  with,  34,  38;  reports  from,  38; 
agents’  reports  to,  1956;  classified  records,  230-243. 

C.  O.  D.  baggage  checks,  96c,  192c. 

Caf6  car  supplies,  115. 

Call-boy  records,  1706. 

Capital  stock  records;  issues  and  transfers,  3,  16; 
retirement,  6.  (See  also  Securities.) 

Car  books,  202g. 

Car  cards  and  certificates,  205. 

Car-miles  statements,  215. 

Car  seals;  conductors'  records,  173c;  agency  and  yard 
records.  202/. 

Cards;  recording  contracts,  14a;  defect  and  repair, 
55(7,  135;  recording  material  and  supplies,  1126; 
reporting  cars  interchanged,  1606;  train  clearance, 
163c,;;  waybill  and  routing,  204,  205;  repair  specifi- 
cation 2i0/i;  tabulating,  223. 

Caretakers’  transportation;  used  tickets,  96(f;  con- 
tracts, 184(f. 

Cars;  light-weighed  and  stenciled,  139;  cleaned  and 
iced,  145;  movements,  160,  195a,  202,  215,  220; 
ordered  and  distributed,  161;  conductors’  report. s, 
173;  reports  to  regulating  bodies,  210/.  (See  also 
Foreign  cars.) 

Cash:  treasurer's  balances,  19/;  audits,  22;  train 
collections,  35,  172a,  6;  conductors’  deposits,  197c. 

Cash  books;  at  general  offices,  10;  at  agencies,  199. 

Cash  fare  receipts;  duplex  ticket  portions,  96/,  172c; 
stubs,  172c. 

Certificates;  stock,  36,  6;  rec*eiver's,  6;  temporary,  6; 
issue(i  for  wages,  51c;  clergy,  96a;  of  equipment  in- 
spection, 136a;  of  employees'  examinations,  167, 
252a;  for  cars  containing  explosives,  205;  of  freight 
weights,  239ri;  of  destruction  of  records,  256. 

Chair  cars;  revenue,  36;  reservations  data,  191. 
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Checkii  g records;  of  treasurer’s  cash,  22;  of  em- 
ploye4  s'  time,  53,  57rf,  e;  of  freight,  IHO/. 

Checks  financial);  outstanding,  19^;  issued,  19y.  pay, 
51^^,  /;  paid,  556. 

Checks  [transportation  servic‘6):  baggage.  95,  9<if,  g; 
192c,  f,  storage,  95c;  bar.  l)enh,  meal,  seat,  and  train. 
96a;  i lentification,  I72g;  of  transfer  companies, 
192i?. 

Cipher  1 ooks.  2. 

Ci^'ulai  i;  relative  to  rates,  90a,  6;  preparation  data, 
906;  n lative  to  conventions  and  excursions,  98;  of 
instru  tions,  253, 

Claim  a ents’  drafts  reported,  55c. 

Claims  ecords;  fire  damage,  7Ua,  71,  72;  live-stock 
loss,  J a,  71,  73;  personal  injury,  70o,  71,  74;  freight, 
<0,  71,  T5,  198;  agent's  relief,  201. 

Classific  itions  filed.  90a.  6. 

Cleaninj  of  passenger  cars,  145. 

Clearam  e cards  and  orders  for  trains,  103c,  f. 

Clergy  t *ansportation;  certificates  used,  9(5a;  permit 
record  , 243. 

Coal  not  waybilled,  181c. 

Coaling  tations.  {See  Fuel  records.) 

Code  bo  »ks,  2. 

Coilectk  as;  cash  fares,  35,  172a,  6;  tickets.  I72d;  ex- 
cess b;  ggage,  190;  overcollections  by  agents,  193; 
demur  age  and  storage,  1956. 

Commis  ary  inventories,  115c. 

Commo(  ities;  periodical  statements  and  data,  214, 
220;  jo  at  agency  statements,  233,  230. 

Commui  dtion  tickets,  used,  9f>a. 

Compan  ^ freight,  111/,  1816,  182c. 

Concurn  nces  in  rates,  90/. 

Conduct  irs'  records;  settlements.  33;  requisitions  and 
receipt  ,94c,  1156;  reports  of  supplies,  ll5a;  accident 
reports  1666;  reports  of  passes.  171a.  172c.  f;  reports 
of  cash  jollections,  172a,  6;  reports  of  passengers  and 
tickets  I72d,h:  envelopes,  172/;  freight  memoranda, 
172/;  b{  lance  sheets,  1726,  1;  train  and  car  reports, 
173;  rei  littances  and  deposits,  197. 

CoDgesli  n of  traffic,  data  concerning,  164. 

Consigne  notices;  orders  for  freight  delivery,  180c; 

notices  affreight  arrival.  196. 

Consigne  *s'  records:  shipping  orders,  184a;  order- 
notify  )ills  of  lading,  1846;  releases,  181c;  weight 
agreem  nts,  230a. 

Construe  ion  records,  57. 

Contract; ; of  general  nature,  14;  related  to  road  and 
equipn  ant,  57c;  for  material  and  supplies,  111c; 
coverin  ; carrier’s  risks,  184c;  for  caretakers’  trans- 
portatii  n,  184rf.  (.Sec  also  Agreements.) 

Conventi  m traffic.  98. 

Correctio  is;  of  agents'  accounts.  20d:  in  interline 
.settlem  nts,  31,  34;  freight,  183;  on  ticket  reports, 
I89c;  ou  waybills,  239c.  (See  also  Adjustments.) 
Correspoi  dence;  on  suits  atfecting  salaries,  526;  on 
rates  ai  d rate  authorities,  906;  on  time-tables.  91; 
on  freig  it  diversion.  926;  on  car  reservations,  191; 
whh  he  jieseekers  and  industries,  254a;  in  general, 
257. 

Cotton  in  transit;  covered  by  insurance,  ISc;  stopped 
in  trails  t,  185. 

Coupons;  interest  payment.  4rf,  6;  mileage  book,  96c; 

excess  b iggage,  96c:  reports  of  collection.  \72d, 
Credentia  s;  used,  9t>c;  redeemed,  966;  settlements, 
241. 

Credit  exi  ens'on  records,  20c. 

Crew  recc  *ds,  170,  173c. 

Damage;  - laim  records,  70a,  71a;  employees’  reports, 
18i^,  6,  7 , 166c. 

Damaged  reight;  records.  75;  sales  orders.  7'i. 

Debt.  (S  •€  Bonds,  Securities.) 

Deductioi  s;  from  pay-rolls,  5hf;  in  mail  service.  176. 
Deeds,  13. 

Defect  ear  is,  55?,  135. 

Delay  dat for  employees’  time,  53;  for  train  service, 
1696;  for  mails,  176. 

Delivery  ecords;  for  material  and  supplies,  1116; 
for  freigl  t,  180rf,  e. 

Demurrag  *;  revenue,  38,  1956;  aecrual.s,  195a,  6;  un- 
collected , 195c;  joint  agency  records,  238. 

Demurrag)  bureaus;  reports  and  settlements,  38; 

reports  t ),  1956.  (See  also  Joint  agencies.) 

Depositari  !s'  statements,  196. 

Deposits;  reasurer's,  19a,  g;  agents',  197a;  conduc- 
tors’, 197 1,  c.  I 


Depreciation  records,  576. 

Derailment  reports,  15t. 

Destruction  of  records,  data  relating  to,  256 
Detective  service,  177. 

Detentions  of  mail,  176. 

Differences  on  interline  settlements,  31,  34. 

Dining  cars;  supjdies,  115;  other  records.  (.SVc  \uxi- 
hary  operations). 

Directors' minutes,  1, 

Discharge  tickets,  5Ic. 

Dispatching  rect  rds;  locomotives,  144;  trains,  163 
Distribution;  of  expenditures,  50,  54,  57rf,  c,  ll’sf- 
of  time-tables,  91;  of  cars,  161. 

Diversion  of  freight.  92. 

Divisions  (operating) ; material  and  supplies  records. 
1 10c;  locomotive  mileage  records,  1686;  statistics,  21 4, 
218,  220. 

Divisions  (revenue);  settlements,  31:  rate  authorities. 
90a,  6.  6.  ' 

Drafts;  outstanding,  19c;  paid,  556;  issued  by  agents, 
55c. 

Duplex  tickets;  portions  redeemed,  96/;  stubs  and 
I conductors’  poi  tions.  172c. 

Duplicate  records;  of  claim  papers,  71c;  of  agenev, 
yard  and  accounting  bureaus  records,  181a,  182a, 
183d,  185,  186,  187c,  188/,  189/,  190,  1926,  193,  194c, 
195a,  197d,  200d.  202/;  of  joint  agency  records,  238d, 
239/,  240,  241;  in  general,  251. 

Efficiency  tests  oi’  employees,  252a 
Embargo  records  164. 

Employees;  fidelity  bonds,  17;  train-rules  examina- 
tions, 167;  bouis  of  servic*e  records,  169,  210d;  gen- 
eral statistics.  210/,  217,  220;  employment  records, 

I 252;  instructions,  253. 

Engineering  reeoid.s,  250. 

Enginehouse  classified  records,  130-145. 

Engineinen;  fuel  requisitions  and  receipts,  1186; 
accident  report.^,  1666. 

Envelopes  for  tickets  and  checks,  172?,  /,  189c. 
Equipment;  investment,  57;  shop  and  enginehouse 
records,  130-14; ; accident  damage,  166c;  floating 
equipment,  175.  (See  also  Cars,  Locomotives.) 
Estimates;  for  expenditures,  58;  of  revenues  and  ex- 
penses, 221;  for  engineering  projects,  250. 
Examinations  of  employees,  167,  252a. 

Excess  baggage;  revenue,  36, 190;  record  of  checks,  95c, 
192c;  used  checks  and  coupons,  96c. 

Exchange  orders  used,  966. 

Exchange  train  tickets  used,  9<>a. 

Excursion  traffic,  98. 

Executive  committee  minutes,  I. 

Expenditures;  classified  records,  5(K58;  reports  to 
regulating  bodies,  2106. 

Expense  bills,  188c . 

Expenses;  statistics,  2106,  213,  220;  estimates,  221;  of 
joint  agencies.  2;:i,  236. 

Explosives  routed . 2056. 

Export  freight,  174. 

Express  revenue,  36. 

Extensions  (of  road);  estimates  and  authorities,  58; 
engineering  records,  250. 

Extensions  (of  time);  on  contracts  and  agreements, 
14a;  on  tickets,  94c,/. 

Extra-fare  refund  orders  redeemed,  96/. 

Fares;  interline  ser.tlemeuts,  34;  train  collections,  35, 
172a,  6. 

Fast  freight;  interline  settlements,  31;  reports  of 
movement,  202c. 

Feeding  of  live  st(<;k,  187rf. 

Ferry  tickets  used  96a. 

Fidelity  bonds,  17. 

Field  reports  of  laud  and  industrial  agents,  254c. 
Financial  records  < lassified,  1-22. 

Fines  for  faulty  midi  service,  176. 

Fire;  insurance  records,  18a,  6,  c:  reports  of  damages, 
18?,  6,  72;  claims  records,  70a,  71. 

Firebox  inspection.  136c. 

Floating  equipment  operation  records,  175. 

Foreign  cars;  macerial  records  for  repairs,  113d; 

movement  records,  160a. 

Franchise  records,  13. 

Free  transportation;  authorities  for  free  freight,  90?; 
free  tickets,  171/,  rw.  (See  also  Passes.) 
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Freight;  insurance,  18;  tracers,  326,  926;  over  and 

f freight,  75,  76;  unclaimed 
freight,  75,  76,  193;  refused  freight,  75,  76;  diversion, 

180?;  company  freight,  111/, 
1810,  I82e;  nonagency  station  shipments,  172/;  im- 
port, export,  and  bonded  freight,  174;  freight  trans- 
ferred, 180c;  freight  delivered,  180c,  d,  e;  checkers' 
records,  180/;  shipments  not  waybilled,  18U;  bills 
of  Jading  and  rele^s,  184;  stops  in  transit,  185; 
weighing,  186;  loading,  187a,  6;  icing  and  ventilat- 
loo'  ^®7c,'  handling  live  stock,  187d;  expense  bills, 
o^'"  notices,  196;  nonrevenue  w^aybills, 

20k;  explosives,  2056;  tonnage  records,  214,  220,  222* 

235,  236,  239.  (See  also 

Milk,  \\  aybills.) 

Freight  bills  on  company  material,  111/, 

Freight  cars.  (See  Cars.) 

Freight  claims,  70,  71,  198. 

Fuel  records,  118. 

Funded  debt.  (See  Bonds,  Securities.) 

Garnishments  of  pay;  record.  52;  fees  collected,  193, 
Gateway  statistics,  233,  234,  236. 

General  records  classified,  1-22. 

Grain  stopped  in  transit,  185. 

Homeseekers'  inquiries  and  replies,  274a. 

Hospital  dejiartment,  255. 

Hours  of  service;  records,  169;  reports  to  regul  iting 
bodies,  210d. 

Icing;  of  passenger  cars,  145;  of  freight  ciir.s.  187c; 
charges,  193. 

Identification  slips  and  checks;  of  ticket  holders. 
96c;  of  passholders,  171?,  172/;  of  slee]»ing-car  p;i.s- 
sengers,  172?. 

Immigration  department  records,  254. 

Import  freight,  174. 

Improper-repair  cards,  U5d. 

Income  accountstatements,  212,  220. 

Indemnity  bonds,  206. 

Indexes;  to  ledgers,  7a;  to  vouchers.  5.5a,/;  to  bills 
collectible,  56a,  d;  to  claims  records,  70a. 

Industrial  department  records,  254. 
injuries.  (8ce  Livestock,  Personal  injuries.) 
Inspection;  for  insurance,  18d;  of  time  pieces,  21;  of 
scale  weight,  21;  of  material  and  supplies,  1136; 
of  equipment,  136;  of  roadway  and  structures' 
153a,  6;  of  rails,  153c;  of  scales,  157;  of  loaded  car< 
187a;  for  shipment  of  explosives,  2056;  reports  to 
regulating  bodies,  210c,/;  of  freight,  239. 
Instructions;  for  train  make-up,  203;  from  joint 
agencies,  230;  to  agents  and  others,  253. 

Insurance;  on  carrier’s  property  and  property  in 
transit,  18;  employees’  benefit,  255. 

Interchange  of  cars;  reports  from  other  carriers,  1606; 
per  diem  reports,  162;  conductors’  reports,  I73c* 
agency  and  yard  reports,  202c,  d. 

Interest  coupons;  record,  4d;  canceled,  6. 

Interline  traffic;  freight  settlements,  30,  31;  passen- 
ger settlements,  34;  waybills,  1826,  c,  d. 

Interstate  Commerce  Commission;  carriers'  concur- 
rences, 90/;  carriers’  reports,  210. 

Inventories;  of  road  and  equipment,  57a;  of  material 
and  supplies,  112;  of  commissary  supplies,  11,5c;  of 
tickets  at  agencies,  1896. 

Invoices  of  material  and  supplies,  1116,  ?. 

Itinerary  reports  of  land  and  industrial  agents,  2546. 

Jackets,  claim,  716. 

Job  tickets,  53,  57d,  c. 

Joint  agencies  records  classified,  230-243. 

Journals;  at  general  offices,  9;  journal  entries,  11;  for 
auxiliary  operations,  12  note;  of  current  liabilities, 
19c;  of  freight  revenues,  30;  of  passenger-train 
revenues,  33,  35,  36;  of  switching  revenues,  37;  of 
demurrage  and  storage  revenues,  38;  of  non-trans- 
portation revenues,  39;  of  expenditures  in  detail, 

50,  54;  for  joint  agencies,  243  note. 

Junction  reports;  of  car  movements,  1606;  of  through 
waybills,  181c;  of  cars  interchanged,  202d. 

Labor;  expenditures  in  general,  50;  time  records,  53; 
expenditures  on  road  and  equipment,  57d,  e;  used 
on  company  fuel,  118?.  (See  also  Pay.) 

Land  department  records,  264. 

Lawsuits  affecting  employees’  pay,  52. 

Leases.  (See  Contracts.)  I 


Ledgers;  of  capital  stock,  3a;  of  registered  bonds  4a- 
general  and  auxiliary,  7;  for  auxiliary  of>erauons‘, 
12  note;  of  current  liabilities,  l<jf,  g;  of  agents’ 
accounts,  20a;  of  freight  revenues,  30;  of  passenger- 
tram  revenues,  33,  35,  36;  of  switching  revenues, 
ii;  of  demurrage  and  storage  revenues,  38;  of  non- 
Hansportation  revenues,  39;  of  expenditures  in 
aetail,  50,  54;  for  material  and  supplies,  110;  for 
joint  agencies,  243  note. 

Letters.  (See  Correspondence.) 

Light-weighed  cars,  139. 

Live  stock;  killed  or  injured,  73;  stopped  for  feeding, 
185,  unloaded,  fed  and  watered,  187rf. 

Loading  cars;  records,  187a.  6;  charges  collected,  193 
L^omotives;  boiler  repair  and  insi>ection,  i:i3,  136e-; 
firebox  inspection,  136c;  spark-arrester  and  ash  pan 
s(>rvice  and  mileage  records,  138. 
rt^cord  of  failures,  143;  ordered  and  disjiatched. 
144;  statistics  of  performance,  216,  220.  (See  also 
Equipment.) 

Loss  and  damage  claims  records,  70a,  7Ia. 

Lo.ss  &nd  damage  ]>rcvention  records,  179. 

Lumber  stopped  in  transit,  185. 

Mail;  revenue  records,  36;  service  and  iienaliy 
records,  L6.  > j 

Manifests  -with  baggage,  1926,  g. 

Manufactured  stock,  116. 

Maps  for  engineering  projects,  250. 

Marine  equipment  operation,  175. 

Market  quotations  from  agents  and  others,  93. 
Alaterials  and  supplies  records;  expenditures  in 
general,  54;  road  and  equipment  expenditures 
oid,  e;  on  hand,  110;  purchases  and  sales.  111- 
deliyenes  to  carrier,  lliA,  113a,  d;  freight  bills; 
illi,  scrap.  111?,  k;  inventories,  112;  inspection  and 
testing,  1136;  released  and  returned  to  stock  Ii3c* 
issue,  114;  for  dining  and  caf4  car  service,  115-  for 
shop  manufacture,  116;  oil  and  waste,  117;  company 

1 Lav  J ^ A ^ o« 

Meal  checks  used,  96a. 

Merchandise,  (See  Freight). 

Alileage;  of  locomotives,  138,  168;  of  cars  and  trains, 
218^'^^’  ton-miles,  214,  22o;  passenger-miles, 

Mileage  books;  used,  90c;  covers  redeemed,  966  • 
coupons  honored,  I72d;  sales  records,  190;  joint 
agency  settlements,  241a. 

Mileage  bureau  settlements,  34,  241a. 

revenue  records,  36;  tickets,  96a;  waybills, 

181/. 

Minute  books  of  corporation  meetings,  1. 
Miscellaneous  revenue,  39. 

Xonagency  stations;  cars  on  hand  at,  I73<i;  freight 
received  at,  172/;  releases  for  deliveries  at,  184e. 
Nontransportation  revenue.  (Sec  Revenue  ) 

Notes  canceled,  6. 

Notices;  of  subscription  for  securities,  3c,  4c;  of  suits 

affecting  employees'  pay,  526;  of  freight  arrivals, 
196.  * 

Numbers  changed  on  equipment,  140. 

! Oil  records,  117. 

Operators’  copies;  of  train  orders,  163;  of  telegrams, 
25^6. 

Order-notify  bills  of  lading,  1846. 

Orders;  for  ticket  stock,  94a;  for  baggage  checks 
95a;  for  materials  and  supplies.  Ilia;  for  car-repair 
material  of  other  carriers,  USd:  shop  orders,  li6a- 
tram  and  clearance  orders,  163;  for  pass  stoc-k’ 
171a;  from  shippers  and  consignees,  180c,  ?,  l84a- 
weighing  orders,  186;  switching  orders,  1946;  from 
Interstate  Commerce  Commission,  2li^. 

Ore  not  waybilled,  181c. 

Outside  operations  records,  12. 

Overfreight,  75. 

Overcharges;  claims  records,  70,  71;  statements,  1336 
Overcolleciions  by  agents,  193. 

Overtime  tickets,  53. 

Painting  of  structures,  155. 

Parcel  rooms;  revenues,  39;  used  checks,  96c. 

Parlor  cars;  revenue,  36;  used  tickets,  96a;  passengers 
handled,  1726;  reservations,  191. 

Passenger  cars.  (See  Cars.) 

Passenger-mile  statistics,  218,  220. 

Passenger-train  revenues,  33-36. 
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■ Pop'iu'-’^ors’  reports,  lT2d,  h;  statistics, 
218,  220;  oint  agency  records,  234,  235,  23ti. 

Passes;  pa  s stock,  171a,  b;  records,  171,  172e,  f;  col- 
lected,  1 U’,  k;  unused,  171/;  envelopes,  172i. 
Passing  re  wrts  of  waybills,  181c,  d. 

Pasters  for  tickets,  96a,  b. 

Pattern  re  ords,  141, 

Pay;  pay  i dII  records,  51,  57d,  e;  assigiunents  attach- 
ments, a id  garnishments,  52;  reports  to  regulating 
bodies,  2 0/. 

Pay  check  , 51e,  f. 

Per  diem  reports,  162.  (See  also  Interchange  of 
cars.) 

Performan  es  of  locomotives,  216,  220. 

^^^jmits;  t(  ride  on  freight  trains,  96a;  clergy  permits, 

Personal  ii  juries;  claim  records,  70,  71;  reports  on 
injuries,  4. 

Phonograp  i records,  257c. 

Placards  fo  ' routing  cars,  205. 

Plans  for  e:  gineering  projects,  250. 

Poles  stopi  C‘d  in  transit,  185. 

Police  serv  cje,  177. 

Policies  for  insurance,  185,  c. 

Posts  stopi  ed  in  transit,  185. 

Premiums  >aid  for  insurance,  18a. 

Prepaid  on  ers,  905. 

Price  recor-  .s  of  materials  and  supplies,  111/,  114rf. 
Printing  h(  use  orders;  for  ticket  stock,  94a;  for  pass 
stock,  171 1.  * • t' 

Profiles  for  mgineering  projects,  2.50. 

Profit  and  ! :>ss  account  statements,  212,  220. 

Property  pi  otection,  179. 

Provident  ( epariment  records,  255. 

Proxies  froi  i security  holders,  5. 

Punches  foi  tickets,  178. 

Purchases  < f materials  and  supplies;  purchase  and 
delivery,  11;  receipts,  113;  fuel  records,  118. 

Quotations;  of  carrier’s  rates,  90c;  of  market  news,  93 . 

Rails;  recor  i of  rails  laid,  150;  reports  of  broken 
rails,  153c. 

Rate  author  ties,  90. 

01  pay  records,  51c,  /;  for  cash  paid  out, 
555;  for  it  riff  and  other  rate  authorities,  90d;  for 
tickets  dh  .ributed,  94c;  for  materials  and  supplies 
received,  llA;  for  materials  and  supplies  issued, 
114c;  for  c«  inraissary  supplies  issued,  1156;  for  fuel 
supplied,  118A;  for  employees’  time-tables,  1656; 
for  passes,  I71c;  for  freight  delivered  to  consignees’, 
180d;  for  st  jp-over  tickets  deposited,  189c;  for  valu- 
ables han  iled,  192c;  for  lost  and  mismatched 
baggage  cl  c^cks,  192/. 

Receiver’s  ct  rlificates  canceled,  6. 

Reconsignm  nt  of  freight;  records,  92;  orders.  180a* 
charges,  19;.  * 

Redeemed  ti  msportation.  96,  97. 

Reduced  rat  *s;  authorities,  90c,  g;  credentials,  241, 
Refunds;  of  < emurrage  and  storage,  38,  238/;  of  extra 
fares,  96;;  i liscellaneous,  193. 

Refust^d  freig  at,  75,  76. 

Registers;  of  ;tock  transfers,  3c;  of  audited  vouchers, 
55a;  of  bil  5 collectible,  56a;  of  claims,  70;  train 
register,  17;  a;  of  waybills,  180a. 

Regulating  t xiies;  applications  and  authorities  for 
security  iss  les,  16;  carriers’  concurrences  in  rates. 
90/;  carrier’ ; reports,  210. 

Regulations  i ;sued  by  joint  agencies,  230. 

Releases;  of  i ttachments  of  pay,  525;  on  freight  for 
nonagency  stations,  184c;  on  bad-order  baggage, 
192(f . 

Relief  claims  ay  agents,  201. 

Relief  depart:  aent  records,  255. 

Remittances  rom  agents  and  conductors,  197,  198. 
Renewals;  ol  contracts  and  agreements,  14a*  of 
structures,  51. 

Rent  revenue  39. 

Repairs;  repa  r cards,  55g,  135;  material  for  foreign 
cars,  113rf;  ] epairs  to  equipment,  130,  132;  boiler 
repair  repous,  136c,  210c,  /;  repairs  of  structures, 
151;  reports  :o  regulating  bodies,  210c,  /,  g. 
Replacement  ecprds,  575. 

Reports  by  * arfier;  to  regulating  bodies,  210;  to  | 
stockholder;  ,211.  | 


Requests;  for  security  allotments,  3c,  4c;  for  tarifis 
and  other  rate  authorities,  90d,  c;  concerning 
freight  diversion  and  recxinsignraent,  925-  for 
piisses,  171c. 

Requisitions;  for  materials  and  supplies  issued.  b7d 
e,  114c;  for  tickets,  94c;  for  materials  and  supplies 
purchased.  111/;  for  commissary  supplies,  11.55- 
for  shop  material.  116a;  for  fuel,  118/t. 

Reshipment  of  freight  stopped  in  transit,  185 
Retirements;  of  secorities,  6;  of  pro[X)rty,  575. 
Revenue;  freight,  30-32;  passenger-train.  33-36* 
switching,  37;  demurrage  and  storage,  38;  other 
than  from  transportation,  39;  station  records,  198* 

P^nodical  stated 

ments,  213,  220,  estimates,  221;  agents'  reports,  222* 
received  by  joint  agencies,  232,  236. 

Road  and  equipment  investment,  57. 

Roadway;  work  performed,  150;  inspection,  153a. 
Robbery  investigation,  177. 

Rosters  of  employees,  170a,  252a. 

Rules  Issued  by  joint  agencies,  230. 

I Salaries.  (See  Pay.) 

Sales;  of  securities,  3d,  4c,  210/c;  of  road  and  equip- 

refused 

freight,  /6,  ofuncluimed  freight,  76, 193;  of  materials 
I and  supplies,  llld,  c;  of  scrap  material,  lllA*  of 
tickets  and  mileage  books,  190;  of  water,  193. 
Savings  departmem  records,  255. 

Scales  inspection,  157.  (Set  also  Weights  ) 

Scrap  material,  111/,  k. 

Scrip;  books  used,  9«)c;  baggage  scrip  used,  96c;  book 
C9vers,  965;  joint  agency  settlements,  24 la. 
scrip  bureau  settlements,  34. 

Seat  checks  used,  9(>a. 

Securities;  lists  of  holders,  55;  retired,  6;  owned  8* 
applications  and  authorities  for  issue,  16  (See 
^ also  Bonds,  Capital  stock.) 

^ocords;  of  locomotives,  138;  of  employees, 

Settlements;  of  freight  revenue,  30,  31;  of  passenger- 
tram  revenue,  33,  .14,  36;  afiecting  switching  reve- 
demurrage  and  storage,  38;  of  revenue 
other  than  from  transportation,  39;  of  convention 
and  excursion  business,  98;  on  expense  bills,  188* 
for  undercharges,  2m;  on  mileage  books,  etc.,  241.’ 
Shippers.  («ee  Con.signors.) 

Shipping  tickets,  184a,  /. 

Shops,  materials  and  supplies  balance  slieets  llOc 
SdT,  13^1«  shop  eiassifled 

Short  freight,  75. 

Side  cards  for  r9utin^  cars,  205a. 

Signal  installations  and  operations,  156. 

Sleeping  cars;  used  tickets,  96a;  identification  checks. 
UJg;  passengers  himdled,  1725;  reservations.  191 
(See  also  Auxiliary  operations.) 

Spark  arrester  inspection,  iS6d, 

Special-rate  orders,  9t»c. 

Special  service  train  revenue,  36. 

Spur  tracks  laid  and  laken  up,  150c 
Station  employees.  iSee  .Kmpioyees.) 

Station  privileges  revenue.  39. 

Station  records,  198  (see  also  Agency  records 
Agents,  Nonagency  stations.)  ' 

Statistical  records  classified,  210-223. 

Steamships;  traffic  engagements,  174;  ticket  settle- 
ments, 242. 

Stenciled  cars,  139. 

Stenographers’  records,  257c. 

Stewards  of  cars;  reports  on  supplies.  Il5a;  requisi- 
tions and  receipts,  1155. 

Stock.  (See  Capital  stock,  Live  stock,  Materials 
and  supplies,  Passe.^,  Tickets.) 

Stock  cards  for  invent  ories,  1126. 

Stock  certificates  canceled,  6. 

Stockholders.  (See  Capital  stock,  V^otiug. ) 

Stop-over  pasters  and  tickets;  used  and  canceled. 

965;  envelopes  and  receipts,  189c. 

Stops  offreight  in  transit,  185. 

Storage;  revenues,  38;  records,  195;  joint  agency 
records,  238. 
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Storage  checks  for  baggage,  95r,  96e. 

Store  door  pick-up  and  delivery  records,  258. 
Storekeepers’  advices  and  requisition.^,  Ill/ 

Stores  records  classified,  110-118. 
Stmcturesirepairsandrenewals,  151, 152;insiK'Ction. 
153;  painting,  155. 

Stubs;  of  securities,  35,  45;  of  checks,  19ff;  of  mileage 
scj*ip  books,  96c;  of  defect  and  repair  canis, 
135a;  ofrequests  for  passes,  171c;  of  trip  passes,  171  f* 
of  cashf  are  receipts,  172c;  of  tickets,  189c/. 
Subscription  notices  for  securities,  3c,  4c. 

Suits  affecting  employees’  pay,  52. 

Supplies.  (See  Materials  and  supplies.) 

Switching;  revenues,  37;  records,  I60c,  194. 

Tabulating  cards,  223. 

Tariffs.  90. 

Tax  records,  15. 

Telegrams;  originals  returned  at  settlements,  395; 
copies  of,  2575. 

Telegraph  service  revenue,  39. 

Telegraphic  passes,  171/. 

Telegraphic  reports;  of  morchan(iise  at  terminals, 
18/;  of  fire  damages,  18^/;  of  supplies  on  hand,  1 105; 
of  cars  on  hand  and  required,  161c;  of  cars  inter- 
changed, 202^f;  of  fast  freight  movement,  202c. 
Telephone  service  revenue,  39. 

Terminals,  merchandise  at,  18/. 

Testing;  of  materials  and  supplies,  1136;  of  employ- 
ees, 252a.  (See  also  Performances.) 

Ticket  punches,  178. 

Tickets;  used  in  auxiliary  operations,  12  t?o/c;  ticket 
reports,  34,  190;  discharge  tickets,  51c;  time  tickets, 
5lc,  57rf,  c;  overtime  and  delayed-lime  tickets,  53; 
job  tickets,  53,  57rf,  c;  ticket  stock,  94a,  5;  requisi- 
tions and  receipts,  94c;  lost  and  stolen  tickets,  94</; 
exteusion.s,  94c,  /;  used  and  canceled,  96o,  6,  d- 
unused  or  unissued,  96/;  redeemed,  965,  /,  97;  free 
tickets,  171j,  m;  conductors’  reports,  172d;  envel- 
opes, 172/;  shipping  tickets.  184a,/;  used  in  weigh- 
ing, 186,  2;i9rf;  agency  records,  189;  switching 
tickets,  1945;  joint  agency  validations,  240;  joint 
agency  settlements,  242. 

Ties  laid,  150a,  5. 

Time  inspectors’  reports,  21, 

Time  limit  extentions  on  tickets,  94r,/. 

Time  records  of  employees;  time  tickets,  51c,  57rf, 
e:  tune  slips,  53;  overtime  and  delayed-time  tickets, 
53;  time  books,  53,  57d,  e.  (See  also  Hours  of  serv- 
ice.) 

Time-tables;  public,  91;  for  employees,  165. 

Title  papers,  13. 

Ton-mile  statistics,  214,  220, 

Tonnage  statistics,  214,  220,  222. 

Tracers,  32,  75,  92. 

Track  W’ork  performed,  150. 

Trackmen’s  reports:  on  fire  damage,  72;  on  stock 
killed  or  injured,  73. 

Traffic  records  classified,  90-98. 

Train  checks  used,  96a. 

Train  collections,  35,  172a,  5. 

Train-miles  statements,  215. 


Train  privilege  revenue,  39. 

Train  rules  e.xaminations.  167. 

Trainmen;  reports  on  stock  killed  or  injured,  73; 
train  order  copies,  163d,  f;  record  of  hours  of  service, 
169a;  record  of  crews,  170,  173c.  (See  also  Conduc- 
tors’records.) 

Trains;  records  of  movements,  163,  I70a;  records  of 
accidents,  166;  delay  reports,  1695;  conductors’ 
reports,  173:  records  of  train  make-up,  173c,  203, 
Transfer  companies  checks  and  manifesto,  95c; 
192^. 

Transfers  records;  for  securities,  3c;  d,  4c;  for  com- 
pany funds,  195,  c;  of  agents,  21;  for  materials  and 
vsupplies,  1146;  for  freight,  180c,  1875. 
Transportation  records  classified,  160-177. 
Traveling  accountaats’  and  auditors’  reports,  21 
Treasurer’s  records,  19,  22. 

Treasury  securities,  8. 

Trial  balance  sheets.  (See  Balance  sheets.) 

Trip  tickets  used,  96a. 

Trucks  removed  and  applied,  134. 

Unclaimed  freight,  76,  76.  193. 

Oncollected  charges,  188c,  195c.  (See  also  Unsettled 
accounts.) 

Undercharges,  1835,  2395. 

Unloading;  of  livestock,  187d;  of  cars,  187/;  charges 
collected,  193. 

Un.settled  accounts,  waybills.  32;  accounts,  56c. 
(See  also  Uncollected  charges.) 

Validation  of  tickets;  used  pasters.  OTwz.  5;  records, 
240. 

Ventilation  of  cars,  lS7c. 

Voting  lists  and  proxies.  5. 

Vouchers;  for  auxiliary  operations,  12  note:  treasurer's 
records.  19e,  /;  voucher  records  in  general,  55;  in 
joint  agency  records,  243  note. 

Wage  certificates,  51c. 

Warehouses,  reports  of  merchandise  in,  18/. 

Waste  reports.  117. 

Water  sales  collections,  193. 

Watering  live  stock,  187d. 

Way  and  structures  records  classified,  150-156. 
Waybills;  recapitulations,  30;  unsettled,  32;  agents' 
records,  180a,  5,  18la,  182/;  for  company  freight, 
1815,  182c;  passing  reports,  181c,  d:  for  milk,  cream, 
and  empty  carriers  on  passenger  trains,  181/;  local, 
182a;  interline,  1825,  c,  d;  baggage  waybills,  1926; 
switching  waybills,  1945;  card  waybills,  204;  han- 
dled by  joint  agencies,  237,  239c. 

Weather  reports  from  agents,  93. 

Weighing;  of  cars,  139;  of  mail,  176;  of  freight,  186, 
239;  charges  collected,  193. 

Weighmasters'  data,  239rf. 

Weight  inspectors’  reports,  21.  (See  also  Scales.) 
Wheel  reports  by  conductors,  173a,  5. 

Wheels  shifted,  removed,  and  applied,  134. 

Work  orders,  53,  57d,  c. 

Yard  car  books,  202g?. 

Yard  records  classified.  180-206. 


